


"Office 


é Magazine of 
MANAGEMENT «+ sv ¢ METHODS 








nearer em 











Newest and finest dual-purpose typewriter for executive use... 
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improves appearance of top 
executive correspondence 
—at low cost! 


The clean and crisp, print-perfect quality 
of the Smith-Corona Carbon-Ribbon 
“write” is really something to see. It's dis- 
tinctive and impressive, sharp and even, 
warm and friendly. 

The Carbon-Ribbon feature is not an 
attachment, but built right into the ALL- 
NEW Smith-Corona “Eighty-Eight” Secre- 
tarial office typewriter. 


als | 


THE NEW SMITH See 
"Eighty Eight CARBON-RIBBON typewriter! 
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Here is the perfect low-cost answer for 
outstanding executive typing. 

And now, perfect copy can be typed 
right in the office for clean and sharp 
reproduction by photo-offset, mutltilith, 
photostat or photoengraving. 

See and try this amazing new Smith- 
Corona Carbon-Ribbon typewriter in your 
office. Call any Smith-Corona Full-Line 
Dealer or Branch Office (See your Ciassi- 
fied Telephone Directory). A representa- 
tive will call by appointment. 


Smith-Corona Inc Syracuse 1 NY Other factories in Toronto, Brussels, and Johannesburg. Makers also of famous 
Smith-Corona Portable Typewriters, Adding Machines & Cash Registers, Vivid Duplicators, Carbons and Ribbons. 
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little larger than 
a typewriter... 


& costs less! 


@ This Pitney-Bowes Folding Machine 
will save any office the hours now 
spent in costly hand folding—and trees 
girls for more important jobs. Costing 
less than a typewriter, it quickly pays 
for itself in even a small office. 

@ The FH, electrically driven, with 
semi-automatic feed, is fast and accu- 
rate. It can make two folds at once— 
and double-fold letter sheets up to 
5,000 per hour! (Automatic feed 
optional at slight extra cost.) Even 
folds sheets stapled together. 

@ The FH makes eight different folds, 
handles paper from 3 x 3 to 8% x 14 


4 


Move the indicator knobs to fold widths 
wanted, and the FH is ready to fold! 


= PITNEY-BOWES 


Folding Machines 


Made by Pitney-Bowes, Inc.. 
of the postage meter...94 branch offices, 
with service in 254 cities in U.S. and Canada 


originators 


inches in a wide range of weights and 
finishes. And you can set it for any 
job in only a few seconds —by simply 
moving two knobs to adjust for the 
wanted fold widths...easy as tuning 
your TV! 

Call the nearest Pitney-Bowes office 
for a demonstration. Or send 
the coupon for a free 
illustrated booklet. 


The larger, fully automatic, 
FM folds up to 19,000 
sheets per hour. 


PITNEY-BOWES, INC. 
3432 Pacific St., Stamford, Conn 


Send free booklet on 
Folding Machines to: 


Name 


Address 
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plus Miracle Magic Eraser Booth 231-232 


ADVANTAGES OF MAGNETIC RECORDING 


EXCLUSIVE NATIONAL DISTRIBUTOR... 


Does not destroy medium (disc). There- 
fore the Rex Recorder disc is reusable 
10,000 times or more. (10,000 uses on 
ordinary dictati machines would cost 
a minimum of $200—and as much as 
$1,300. You , a. a definite hard cash 
savings with the REX RECORDER.) 


. Simple construction. (Makes for a more 


repair free and less 1 ! con- 
structed product. The RECORDER 
costs only $265 per unit.) 


. Because of no cutting jewel the REX 


RECORDER discs never decrease in tone 
and quality. 
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featuring — 





See us at the 
7ist Armory 


Sept. 27-Oct. 1, 











DISADVANTAGES of Needle or Jewel 
type dictating machine! 


- Needle or Jewel destroys medium (disc 


or belt). Cost to you, the user, from 
-04 to .13 per use. 


- Needs more expensive construction. 


(cutting Jewel type.) Therefore machine 
usually costs $335 or more per unit. 


- Quality of cutting type recording de- 


creases with use of cutting jewel or 
stylus. (Recording head is expensive to 
replace.) 


See for yourself why REX RECORDER TRIPLED sales in one year. 


Talk with any unbiased dictating machine man or better still—ask the man who uses a REX 
RECORDER. You will be pleasantly pleased with the overall savings and the simplicity of operation. 


Without any obligation you can arrange to have a FREE demonstration at your office. 


Write for the name of your nearest Authorized REX RECORDER dealer. 


AMERICAN DICTATING MACHINE COMPANY, INC. 


65 


Madison Avenue e New York 


ESTABLISHED 


New York e MUrray Hill 4-3554 


1923 


Tue Orrice—October, 1954 





Trademark Reg. U.S. Pat. Off. Founded 1935. Copyright 1954 Office Publications Co. All Rights Reserved 


Vol. 40 OCTOBER, 1954 No. 4 








How Machine Feeding Works in the Average Office ........ i 7 
Office Workers Increase i 
Can an Auto Driving Test se to Spot Executive Ability? ...............Jac H. Karlan 12 
Camera! See eieneea ea nates hae 43 
New Books ee ee 
Golden Jubilee National Business Show Opens in New York on Sentundhes 27 cw 65 
Controlling the Turnover of Office Employees .... bs ...Sidney W. Koran 69 


Small Adding Machines Save Space ..................... be sterveran en ee 
NAM's New Offices ea ee Nome 74 
Inserting Machine Speeds Brewer's Mailing Seediattions Sidney Shepherd 76 
7th Annual International Systems Meeting in New York “ 80 
AMA Office Management Conference in New York ... 87 
The Work Sampling Method .Merle Stewart 90 
Fluorescent Stocks Compel Attention to Printed Matter ....Elmer J, Brant 99 
Rew PHOMMONE coos essen hie: Pete .. 138 
News of the Office ; , ey 
National Conference & Exhibit Calendar . 193 
News of the Industry ; ; 198 
As We See It ... 218 


THE COVER is printed on orange-red Velva-Glo fluorescent paper made by Radiant Color Co., 
Oakland, Calif. (see page 99). 


WILLIAM SCHULHOF, Publisher 


WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 
THE OFFICE is published on the first of every month by Office Publications Company, 232 Madison Avenue, 
New York 16, N. Y, Telephone: LExington 2-2245. Cables: Wilhof, New York. 

Chicago Office: Civie Opera Building, 20 North Wacker Drive, Chicago 6, (Fred E. Zindler) ANdover 3-2668. 
Also publishers of the annual export editions: LA OFICINA and OFFICE EQUIPMENT EXPORTER. 
SUBSCRIPTION: One Year $2, Two Years $3, to U.S., Possessions and Canada. 

To All Other Countries, One Year $3, Two Years $5. 


= Member of 
Business Publications Audit of Circulation, Inc. 
BPA National Business Publications, Inc. ' 


ty of Business Magazine Editors 


CIRCULATION OF THIS ISSUE OVER 33,000 COPIES 











King Cotton says: 


a5 LESS WORK with 
BETTER RESULTS 


in keeping your records?” 


No MAN can do good work with 
poor tools, and this is surely true of 
business forms of all kinds. The 
least expensive part of keeping 
adequate records is the paper and 
card they're on. Anyone who works 
on paper needs in it these qualities: 
smooth writing surface, low light 
reflectance, no smudging or run- 
ning of ink, uniformity from piece 
to piece, erasability, long wear and 
toughness that can come only in 
paper made with new, long, strong 
cotton fibers. 


In these days of government 
supervision and inspection of 
record-keeping, literally thousands 
of records must be kept perma- 
nently. They ll take the wear and 
tear, and stand up for the years 
only if they're on long-lasting, hard- 
wearing cotton fiber paper or card. 


Parsons offers nine different 


qualities and types of ledger paper 
and index-bristol, and they'll han- 
dle any record-keeping job you 
need on paper. They're in a wide 
variety of sizes, so what you need 
will cut economically. Their many 
colors offer the economy and con- 
venience of color-control. Many 
weights and strengths provide just 
what you need for each record job. 


FREE, HELPFUL BOOKLET 


Do you know how long various 
types of records should be kept? 
Would you like to know how to 
organize a basic records program 
and what quality of paper should 
be used for various types of rec- 
ords, depending on how much use 
they get and how long they should 
be kept? This booklet also tells 
how to buy forms economically. 
Send for your free copy today. 


PARSONS PAPER 


COMPANY 
Over 100 Years in Holyoke, Massachusetts 


Parsons Paper COMPANY 


ing Papers and Index Cards”. 
(PLEASE PRINT) 


Street .. 


City or Town 


DerartMent 4N, HoL_yoke, MASSACHUSETTS 

Please mail me, without cost or obligation, your new 
booklet on records systems and retention and getting 
the right paper or card for various kinds of records. It’s 
called “How to Get What You Need in Record-Keep- 


SE siicstth tev csindbuainabenniiaionitciion 


Organization or Company ................. 
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° 
How Machine Feeding Works 
In the Average Office 


SIDNEY FELDMAN 


UTOMATIC feeding facilities for 

office employees are being intro- 

duced into office buildings as part 
of a growing trend to self-service feed- 
ing during lunch hours and_ coffee 
breaks. Industrial management has 
succeeded in such in-plant operations 
because mass production methods could 
be applied to mass feeding. But these 
practices fall short when applied to 
feeding small numbers of white 
lar workers. Office managements in- 
variably have found a subsidized cafe- 
teria to be too expensive or otherwise 
impractical. 

Large insurance companies and other 
businesses with many office employees 
have operated cafeterias and _ lunch- 
rooms on a break-even or outright-loss 
basis. Another approach to the same 


ce yl- 


problem is in-office feeding by auto- 
matic food vending machines. But food 
suppliers usually find operating costs too 


high, and net return too low. Such 
enterprises have faltered, then petered 


The mechanized 
Auto-Snak lunchroom 
in the office of M. 
Lowenstein & Sons, 
New York, is oper- 
ated by VenDime 
Corp. Machines offer 
milk, fruit juices, 
pastries, sandwiches, 
cold drinks, ice cream 
and hot coffee. This 
photo was taken 
during an afternoon 
break. 
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out. Some still struggle along with a 
haphazard assortment of vending ma- 
chines. 

A newcomer to automatie food mer- 
chandising has engineered some new ap- 
proaches to old plans and now appears 
to be making a practical and growing 
business of in-office feeding for several 
hundred workers. VenDime Corp., 320 
West 31st St., New York, is run by 
Gerald MeClosky, industrial engineer 
and cost accountant, and Robert P. 
Loeffler, production manager. Their 
organization serves three companies in 
New York, having started with Frank- 
lin Stores Corp., management and pur- 
chasing offices for a chain of stores. 
Next came a second installation at 
American Lumbermens Mutual Casual- 
ty Co. of Illinois, one of the Kemper 
affiliated insurance companies. Their 
third and most advanced endeavor is for 
M. Lowenstein & Sons, textile convert- 
ers, manufacturers and merchandisers. 

In effect, the Lowenstein operation 





This ice cream machine has mirrors on each 


side which the girls find handy. 


can be called an automatic cafeteria. 
This mechanized lunchroom has been op- 
erating since June. The basie formula 
consists of converting an old lunchroom 
equipped with chairs, tables, lights, win- 
dows, refuse cans, napkin dispensers, 
plus sugar, salt and mustard contain- 
ers. First, install a coin changer ma- 
chine which mechanically transforms 
quarters and dimes into nickels. Next, 
add automatic vending machines. At 
Lowenstein’s these machines sell ciga- 
rettes, homogenized and chocolate milk, 
cold fruit juices, pastries, sandwiches, 
candy, ice cream, hot coffee, and cold 
soda drinks. All are individual vend- 
ing machines, resembling king-size re- 
frigerators, lined up behind a uniform 
green metal facade fluorescently light- 
ed and labeled Auto-Snak. 

All machines are handled by a single 
operator responsible to the particular 
office management which has engaged 
his services and facilities. Simple as 
it sounds, this is an advancement in 
the field where heretofore large opera- 


tors handled a single type of machine, 
candy or soft drinks only, in many lo- 
cations. The new approach is for a 
single operator to handle all machines 
in several locations. 

American Lumbermens Mutual’s ex- 
perience demonstrates the wisdom of an 
office dealing with a single vend-opera- 
tor. Despite the play on words, the 
insurance firm was at sixes and sevens 
whenever any of its five vending ma- 
chines went out of kilter. At times 
three or four dispensers ceased oper- 
ating, causing interrupted service for 
employees and annoyance for manage- 
ment. Sinee five different operators 
handled the five different machines, sev- 
eral telephone calls had to be made to 
reach them all. Now, with an excelu- 
sive machine operator who runs all ma- 
chines, a single eall is made for re- 


pairs, and all the countless other de- 
tails and accounts involved in such an 
operation 
source, 
Another aspect of simplified and less 


‘an be cleared with a single 


expensive vending machine service is 
being carried on by VenDime which 
has neither route servicemen nor trucks 
which are expensive. Instead, it de- 
pends upon suppliers to deliver food 
products directly to its office clients. 
Such deliveries are assured when or- 
ders are sufficiently large. 

Once the goods have been received 
at an office cafeteria they are left in 
charge of a matron whom the vending 
enterprise has introduced to be the hu- 
man factor behind the inanimate ma- 
chines. The matron stores food until 
needed, keeps machines amply stocked, 
cleans the equipment and the lunchroom, 
while generally pitching in to keep op- 
erations humming. In addition to listen- 
ing to any complaints that may arise 
about the food service, the matron re- 
places the quarters and dimes in the 
coin changer with fresh nickels. More- 
over, she changes paper money into 
coins, a trick that no machine can 
perform. 

Mature women who serve as matrons 
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in company automatic cafeterias often 
have been transferred from similar jobs 
in a lunchroom or other food service. 
At Lowenstein’s, for instance, the ma- 
tron used to sell refreshments across a 
counter. The machine operator and of- 
fice management decide how much each 
will pay toward the matron’s wages. In 
some instances she is fully paid by the 
vending machine concern. 

In the course of operations, food stor- 
age is a problem and expense which thus 
far has been successfully and econom- 
ieally circumvented. The automatic 
lunchroom serves as a depot wherever 
possible. At present, certain foods are 
taken from storage at Franklin Stores 
on West 31st St. by a 15 to 20 minute 
taxicab ride crosstown to American Lum- 
bermens on East 43d St. 

Along with the services of food de- 
livery men, matrons and storage needs, 
there is oceasional need for a reyair- 
man to fix machines which quit working. 
According to this type of vending ma- 
chine operation, at least one serviceman 


is required as a floating troubleshooter. 


Whenever his services are needed, he 
travels by subway to obviate the ex- 
pense of maintaining a service truck. 
However, many a cut corner in this 
operation may have to be rounded out, 
at added expense both to the vending 
machine firm and to office management 
with which it does business, once the 
machine operator’s enterprises grow 
larger. Thus, not only may a service 
truck become necessary, but a delivery 
truck also may be required. It may be 
possible to use the same vehicle for 
both purposes. But office management, 
in conjunction with the automatic cafe- 
teria operator, should anticipate some of 
his needs which may ultimately add to 
the expense of cafeteria operations. 
Essentially, the new concept of me- 
chanical nourishment for office workers 
stems from a survey made for a large 


eee, eee * 


Ice cold drinks and pastries in the dessert 
section of an automatic lunchroom. 


New York real estate operator who com- 
plained about the time loss, elevator tie- 
ups and other difficulties involved in 
feeding employees in one of his office 
buildings. Investigation revealed that 
inefficient and uneconomical methods ot 
in-office feeding could be corrected by 
the use of automatic vending machines. 
Results of this study included these 
sales factors which have convinced ot- 
fice managements of the merits of au- 
tomatic cafeterias: 

1. Minimized strain on elevators and 
porter or janitor service because food is 
not brought in during busy lunch hours. 

2. Employees can eat-in conveniently 
during luneh hours. During 
breaks, workers do not have to 
away to shops or restaurants 
stairs or outside the building. 

3. Health regulations are maintained. 

4. No waiter or waitress service and 


cottee 
tade 
down- 





The National Automatic Merchandising Assn. will exhibit the products of 
more than 125 manufacturers at its annual convention in the National Guard 
Armory, Washington, D. C., Oct. 10-13. 
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expense; no service spillage; no tipping. 

®. Complete self-service and personal 
selection of food, from a fairly sub- 
stantial meal to a snack or supplement 
to a lunch brought from home. 

Prior to any installation of food 
vending equipment, a study is made of 
each office situation, particularly consid- 
ering the number of non-executive em- 
ployees. Within the ranks of typists, 
clerks and machine operators are found 
the best customers for automatic cafe- 
terias because these persons usually slice 
their lunch periods thinner to get home 
earlier, make time for shopping, or 
other outside chores. Executives who 
often attend business luncheons and 
conterences at hotels and restaurants, 
are freer to go shopping or delegate 
their secretaries to do such missions. 
Executive patronage at vending ma- 
chines can be depended upon for oe- 
casional snacks or coffee breaks. 

Typical of a pre-installation survey 
was the one made in cooperation with 
American Lumbermens Mutual. <A 
mimeographed was dis- 
tributed to 400 225 


225 
replied. About they 


questionnaire 
of whom 
indicated 


persons 


aaa 
80% 


A change-maker machine is a necessary ad- 

junct to automatic vending installations except 

when the vending machines themselves make 
change. 


would eat-in several times a_ week. 
Flavor preferences for soft drinks were: 
(1) ginger ale; (2) cherry; (3) root 
beer; (4) orange. Ninety-one per cent 
said they would buy coffee from a vend- 
ing machine and, for “a good cup of 
coffee,” 100% were willing to pay a 
dime. About 40% indicated they would 
buy milk from a machine. Of nine sug- 
gested ice cream flavors the choices 
ranked: (1) vanilla; (2) chocolate; (3) 
strawberry; (4) banana; (5) sherbert 
and ice cream combined. Pastry selee- 
tions ranged from chocolate cup cakes 
to Danish strips, sugar doughnuts, buns, 
and pound cake. 

In response to inquiries at Franklin 
Stores’ automatic cafeteria, many em- 
ployees indicated they preferred sand- 
wiches on rye bread, and lighter cof- 
fee. Such information allows both 
vending machine operator and _ office 
management to plan ahead. Employees 
can be served food which they partic- 
ularly desire, enabling the operator to 
keep food returns low. 

As a result of determining customer 
likes and dislikes at Lowenstein, the op- 
erator installed a coffee dispensing ma- 
chine which serves piping hot coffee in 
a variety of mixtures. Before putting 
two nickels, a dime or a quarter (change 
is made automatically) into the slot, the 
consumer dials to: Black Coffee/With 
Sugar: With Cream: With Cream & 
Sugar. A flip of the wrist, a drop of 
a coin, the stir of a spoon—and there’s' 
enough coffee in hand to sustain a ¢on- 
versation during coffee break or lunch- 
time. 

Convenience, haste and individual 
choice—within a _ limited variety of 
foods—are the bases of automatic cafe- 
terias. Sandwich dispensing machines, 
for instance, offer ham, ham/cheese, and 
roast beef for prices ranging from 30¢e 
to 50c, with a fourth variable sandwich 
being chicken salad or (especially on 
Fridays when Catholics eat sea food) 
tuna, salmon or shrimp sandwiches. If 
inserted in the machine for a 
sandwich, two dimes in change 

(Continued on page 106) 


50e is 
30¢ 
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OFFICE 
WORKERS 
INCREASE 


HE Department of Labor re- 

ported that in April, 1954, 

nearly 8 million men and women 
were in clerical work. This repre 
sents an increase of 64% over 
1940. One out of every eight per 
sons in the United States is em 
ployed in a clerical job of some sort. 
The Department said that employ- 
ment expansion would continue al 
though the rate of growth may 
slow down somewhat due to new 
automatic office equipment. 

The Department found a high 
rate of turnover in the clerical field, 
with many women particularly leay 
ing after marriage. Average weekly 
earnings of clerical workers vary 
widely by industry and by region. 
The ranges in average weekly earn 
ings of women clerical workers 
in late 1952 and early 1953 in 20 
major labor markets were: secre- 
taries, $55 to $69.50; general steno- 
graphers, $45 to $60.50; class A 
typists, $44.50 to $57; class A book- 
keeping-machine operators $51.50 to 


$67.50; switchboard operators, 
$37.50 to $57; calculator operators, 
$44.50 to $61.50; office girls, 


OFFICE PIN-UPS by Royal Typewriter Co.; 

Victor Adding Machine Co.; Comptometer 

Div., Felt & Tarrant Mfg. Co.; Burroughs 

Corp., and International Business Machines 
Corp. 














ta 


$35.50 ta $46.50. Earnings of men in 
clerical occupations are generally high- 
er than those of women in comparable 
jobs. For example, average weekly 
earnings of order clerks ranged from 
$59.50 to $76.50 for men, and from $41 
to $59.50 for among tabulat- 
ing-machine operators, men averaged 
between $57 and $73.50 and women av- 
eraged between $47.50 and $67. 
seginning office workers usually re- 
paid holidays a year 4 


women, 


ceive 6 and 2 
weeks paid vacation after a year’s em- 
ployment. Related benefits usually in- 
clude life or hospitalization insurance 
and some type of retirement pension 
plan. 

Stenographers, typists and secretaries 
make up the largest group of clerical 
workers classified separately by the cen- 
sus, totaling 114% million. Bookkeepers 
and cashiers, the second largest group, 
totaled about « million. Larger than 
both of these groups combined, however, 
is the miscellaneous group which in- 
cludes many types of specialized clerical 


workers such as order, payroll and file 
clerks, and general office workers. The 
number of office machine operators be- 
tween 1940 and 1950 increased by 138% 
to 142,000 in 1950. 

Employment opportunities for trained 
secretaries and stenographers are ex- 
pected to be good for the next six years. 
There is a shortage of secretaries and 
stenographers in most localities. Pros- 
pects for typists are favorable but they 
are not as much in demand as _ steno- 
graphers because employers — prefer 
workers with more than one skill. 

Many job openings for bookkeepers 
are expected in the next few years with 
the vast majority of openings in rou- 
tine clerical jobs. Over the long run, the 
need for bookkeeping personnel wiil 
probably tend to increase because the 
growth of scientific management in in- 
dustry and involved tax systems neces- 
sitate more record keeping. However, 
the demand for workers in the book- 
keeping field at any given time depends 
mainly on the level of business activity. 





Can an Auto Driving Test Help 
To Spot Executive Ability ? 


JAC H. KARLAN 
Consulting Engineer, New York 


ERE may be a key to the potential 

understanding of a problem which 

every executive must face—that of 
selecting a successor or bringing in new 
blood to train for an important job. 
How would you go about it? You have 
cheeked his background, read his refer- 
ences, ascertained that he is educated, 
honest, hard working and meticulous. 
You have learned that he gets along 
with people and they with him. His ex- 
perience is satisfactory and he’s a mem- 
ber of the proper organizations. But 
will he be honest with himself? Does 
he know where he’s going? Will he ra- 
tionalize a new product or service? Will 
he devote himself to his job or make a 


{2 


job of playing politics? 


he have character ? 

To the officer of a company about to 
hire an executive, the single factor of 
character represents the critical point of 
revolution in the individual. He may 
have personality and ability. He may 
not be prone to bronchitis, heart disease 
or leukemia. But, will he crack under 
a strain? Will he try to blame someone 
in the inspection department for his 
own error? Can he think on his feet? 
Will he try to prevent one with greater 
talent than he has, to go further or will 
he help him? 

There are several ways to determine 
fundamental character. One is to sub- 


In short, does 
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[ome HC.Allen 


The only major manufacturer of business machines selling 
such a complete line through independent dealers everywhere 


R. C. ALLEN Adding Machines are For low cost and 


designed to deliver a greater measure of high utility, see 

service, speed, and ease of operation. Model 65; capacity 
. - ’ ’ 

Sizes range to 13 column capacity, RP rae 

in hand and electric models. Model 75-10 9,999.99 with di- 

illustrated is the world’s only ten-key adding| rect subtraction. 

machine having all three of these a 

important features: automatic clear Only $135.00 

signal, large visible answer dials, direct 

subtraction printed in red. 


The R. C. Allen line also includes a... 
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CASH REGISTERS BY e +e 





One of the most 
There is a specialized R. C. Allen 2° svc models is 
cash register ideally suited to every need. all-purpose Model 
All do double duty, combining cash 1 00 . D » With 
register protection and information 9,999.99 capacity 
with adding machine convenience. and rag A oe gen 
usually found only 
Model 210 illustrated is one of the in on, h higher 
most popular models in the line, priced machines. 
perfect for any retail store. Totals to Costs only $195.00 
$99,999.99, segregates sales by sai Sac apittan 
clerks, departments, commodities, 


~-- wide array of specialized cash registers 
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TYPEWRITERS BY 


For a standard 
office typewriter at 
the lowest price in 
history, see the “R. 
C.” Model. Nothing 
omitted, this is a 
complete standard 
typewriter, but 
costs only $140.00 
plus tax. 





.C.Allen 


R. C. Allen has made history with the 
introduction of a new standard of 

the industry, the beautiful VIS-O-MATIC 
with 38 points of superiority. 

Margins are both visible and automatic. 
Exclusive 10-second “Quick-Switch” platen 
provides “specialized” typing. Yet it costs 
no more than ordinary standard typewriters. 


.-.two outstanding typewriter values...and... 














nit as 
“3 R C All 
BOOKKEEPING MACHINES BY ¥ s eh 


R. C. Allen bookkeeping machines, like 
all the other R. C. Allen office machines, are 
designed and built to give utmost service, 
maximum dependability, at lowest cost. 
Economical desk model 1302 illustrated 
has modern front-feed carriage, automatic 
tabulation, automatic credit balance, is fully 
carriage controlled. Ideal for accounts receiv- 
able, payroll, all commercial bookkeeping. 








Free literature and information avail- 
able from the factory, sales division 


R.C.Allen Business Machines, Inc. 


679 Front Ave., N.W., Grand Rapids, Mich 


---a@ superb line of bookkeeping machines 











ject him to psychoanalysis, an expensive 
method in both time and money. An- 
other is to live with him for a period 
of time, also lengthy and expensive. A 
third is to take him for a drive. Get in 
the car, let him get behind the wheel 
and tell him to drive somewhere—pref- 
erably a place he’s never been to. 

Suppose he doesn’t know how to 
drive? If, in this atomic age when every- 
body in the United States comes in con- 
tact with machinery in one form or an- 
other, a person between the ages of 20 
and 45 cannot drive an automobile, he 
has a basie void. Is the reason physical? 
Mental? Emotional? A positive answer 
to any of these three should rule him 
ineligible. 

While there is nothing to indicate the 
absoluteness of this system, there is 
some foundation for the theory. Much 
has been written on drivers and driv- 
ing. Most experts agree that repressed 
desires emerge from the subconscious 
of the person behind the wheel of a ear. 
To one degree or another we all have 
personality. Observe that the 


a_ split 
unconscious portion of the applicant’s 
schizophrenia is not a harmful one. He 
may be gruff on the surface but deep 
down sincere and warm. His tie may be 
crooked, but his mind as methodical as 


a mathematical formula. You have to 
vet into his subconscious to learn his 
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basic character. In driving an auto, 
many repressed desires are demonstrated 
and an observing spectator can recog- 
nize some signs: 

The Indecisive Driver: He’s unsure of 
his driving ability or his ability to get 
there, He’s been told where to go yet 
he’s hesitant all the way. He’ll ask a 
number of times of a number of people. 
He doesn’t think of pulling over, getting 
explicit instructions and making 
a positive, direct plan. He just doesn’t 
know where he’s going and he ean 
block traffic for miles but that doesn’t 
bother him. 

The Reckless One: He weaves in and 
out with little regard for anyone’s, in- 
cluding his own, safety. Too many of 
his risks are uncalculated. He’ll prob- 
ably get to his destination, often in 
record speed, but the path that he has 
traveled is littered with unnecessary 
damage or shattered nerves. 

Nanby-Pamby: He never makes an 
error—because he’s always in the wake 
of somebody else. He'll stay glued at an 
intersection long after the light turns 
green, waiting for someone else to go 
first. He lacks initiative, frequently im- 
agination, but he is the first to follow 
another’s lead. He’s not a leader. 

Cry-Baby: He has never, he Says, 
violated a law. All the accidents and/or 


once 





summones he received were another’s 
fault. He’s never to blame and he'll ra- 
tionalize the other fellow’s situation to 
his own advantage. The good, he tries to 
usurp credit for; his errors are others’ 
fault. He doesn’t know how to accept 
responsibility. 

Road Hog: There are several in this 
category, but they are all inconsiderate, 
demanding, smug. 

1. Right-lane-hugger. He owns that 
lane and won’t allow anyone in front of 
him. He’s not dangerous but he makes 
no provision for extraordinary situa- 
tions. Don’t expect him to think inde 
pendently or decisively. He avoids re 
sponsibility. 

2. Middle-lane-hugger. Generally he 
is also the frequent tooter. The road may 
curve but he goes only in a straight 
line. He will slow down or speed up 
depending on the pressure other drivers 
apply, but he sticks entirely to his 
groove. Frequently he’s involved more 
in warding off competition than in get- 
ting to where he’s going. 


3. Left-lane-hugger. There are two 
groups here. First, the Do-gooders who 
say, “I’m going at the legal limit and 
will try to prevent you from exceeding 
it.’ They are not vicious, just ineconsid 
erate and insecure. Their problems are 
paramount and nobody has a moral 
right to disturb them. Then, there are 
the vicious characters at whom one can 
blink his lights, toot his horn or indi- 
cate in whatever manner possible that 
he wants to pass. It won’t help. This 
left-lane-hugger is there 
cept when he has to make a right turn, 
quickly. He loves to hear the sereech of 
brakes behind him as he disrupts the 
normal traffic and causes near accidents. 


for Zoe xd ex- 


His is a dangerous role. He enjoys jokes 
at others’ expense. He plays politics 
and shunts responsibility on others. He 
enjoys authority. Ee will exeuse his 
own faults and rationalize the 
points of his associates. He is unreli 
able and disruptive. He loves to lead, 
but most who follow him do so not out 
of desire. Rather necessity and fear are 
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MULTILITH -DAVIDSON 
Web-Harris, up to 22x34 | 


platemaking 


8-24 hr. New York pick-up delivery 

service; Speedy Nationwide Service. 

@ Long Run Plates 

© Superior Halftones, Bendays, 
Spread Positives, Close Color 
Registration 

@ Line Negatives and Flats 

@ Inks & Supplies + 


One of the Largest Multilith-Davidson * 
Platemakers in the U.S. 


PLATE-O-LITH CO. 


MU 6-6310 
116 E. 27th St., N.Y.C. 16, N.Y. 





Make it a RULE to call PLATE-O-LITH 
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A Valuable Proportional 

Slide Rule For Figuring 

Reductions and Enlarge- 
ments 
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If you want to improve your catalogs, 
presentations, reports, manuals . 


You'll want this FREE BOOKLET 


More Sales 
at less cost! 


Learn how you can definitely 
improve the effectiveness of all 
your typewritten, printed, du- 
plicated or photographed mate- 
rial. Richly illustrated in full 
color, this just-off-the-press 
folder shows eye-catching, dis- 
tinctive examples of Cerlox 
plastic binding and GBC Cov- 
ers. Get your free copy. No 
obligation. 

GENERAL BINDING CORPORATION 
Dept. O-10, 812 W. Belmont Ave., 

Chicago 14, Ill. 
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Modern I 
BINDING SYSTEMS Nl 


GENERAL BINDING CORPORATION 
Dept. O-10, 812 W. Belmont Ave., Chicago 14, Ill. 


Please rush my copy . . . without obligation . . . 
of your new illustrated bookiet. 


NAME _ 





ORGANIZATION____ 
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Here’s how INVINCIBLE 


BUSINESS ENGINEERING 


cuts your FALING COSTS 


Cut costs per filing inch 
Drawers open to full length 
— hold more — make filing 
easier. Compressor takes up 
minimum drawer space, pulls 
up tight, locks and releases at 
a finger touch. 


Cuts filing clerk fatigue 
Free floating drawer suspen- 
sion, exclusive ball-bearing 
guide rollers and other fea- 
tures take the hard work out 
of filing, step up efficiency. 





Cuts replacement costs 

Rigid welded construction, 
frictionless drawers minimize 
effects of hard day-to-day use. 
Cabinets built better... to last 








Choose 2, 3, 4 or 5 —— 
cabinets for all sizes of letters, . , 
documents and cards. \ ‘METAL FURNITURE COMPANY @ Manitowoc, Wisconsin 
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the impelling causes and, given the first | 


opportunity, they’ll drop him like a hot | r | f, hi 

potato. mY) ort 1S aidd4 
What about the positive side? If you 

get a good driver, ies you be sure he’s CIRCULAR! 

the man with the characteristics of a 

good executive? 
Like the person who asked, “How it Will 

will I know when I’m in love?” You'll 

know when you ride with a capable Show 

driver. You'll feel, sense and practically You 

taste it. Three basic phenomena will be | 

obvious in the good driver: He will How to 

know his automobile, its limitations and | 

safeguards. He will be considerate of | SAVE 


other drivers. He will be alert, yet re- TIME 


laxed. 
AND 
MONEY 


ON BANK AND 


COMMERCIAL SORTING 
through the Aohlhaas 


-VERT-A-SORT 


vin vo your dL ALS 


Knowing and understanding the car ee ; OPEN for Quali- 
means that: he has studied, formally or fied Agents 
empirically, the functioning of its  oWRITE US TODAY! 
mechanism, indicating that he tends to 
learn his job in all its ramifications. The 
application of this study to operational 
control shows a logical, deductive mind. 
This devotion to duty is an important 
part of the make-up of an executive: | 
He must be able to reason logically and 
possess the talent to understand his job. 

Understanding the mechanism of the 
ear to the driver is tantamount to an 
executive’s knowledge of his job. Even 
initiated engineers, scientists and tech- 
nicians frequently disregard mainte- 
nance and operational danger signals of 
a vehicle. These same would probably 


THE ohlhaas COMPANY 
8012 South Chicago Ave., Chicago 17, Ill. 


Telephone BAyport 1-4433 


(0 Send us your Informative Circular 
() Give us name of your Local 
Representative 





Addr 
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not appreciate thoroughly the depth 
and impact of an administrator’s re- 
sponsibilities, hence would be of ques- 
tionable value in such a position. On 
the other hand, many unscientific people 
feel deeply the significance of opera- 
tional and maintenance limitations of 
an automobile, and would probably be 
acceptable as executives. 

Having consideration for other drivers 
indicates a sense of security in his abil 
ity to get where he’s (with a 
healthy appreciation for and of com 


or y 
rong 


¥ 
{ 


new Weston Bond... 


petition). If, in driving an automobile 
where there is little or no policing of 
his actions; where, in effect, there is a 
minimum of control over his c¢ivil ae- 
tions, the chances are good that he will 
act in a similar manner if placed in 
control of a department. He will allow 
those with greater speed to pass him 
and, at the same time, be aware of 
their fallibilities in relation to himselt 
and others on the road. 

His alertness to danger while driv 
ing indicates a similar tendency while 





“letters 
look better 


STON BOND” 


For the final stamp of approval, your 
letters need the quality and impressiveness of 


a brighter, whiter rag 


content paper made better by Weston. 
Ask your printer to use it. Write for sample 


book. Address Dept. OF. 


BYRON WESTON COMPANY, DALTON, MASSACHUSETTS 
Makers of Papers for Business Records since 1863 
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holding the reins of office in business. 
The good driver knows that a car has 
more than two devices (brake and horn) 
to avert trouble. There’s a third, some- 
times more effective device: the steering 
wheel. Proper manipulation of this con- 
trol device can simplify a number of 
tough spots. Does the applicant have 
sufficient awareness to detour trouble, 
or does he pile up behind the leader 
or stop and blow his horn? 

In being alive and alert does he also 
give himself and you nervous prostra- 
tion? Does he take everything in his 
stride, or is he operating solely on 
nervous energy? Is it a pleasure for 
him to drive, or a chore? Driving to 
some is a form of relaxation, like ‘driv- 
ing’ a business is to the secure, compe- 





tue UNITED wy 
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1954. 
UNITED 
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When Does 1, Divided by I 
EQUAL 2? 


. . » One large room can easily become 
two by letting us install one of our 
modern Flush Type Partitions in your 
office, factory or showroom. 


Here are two examples of the flexible, por- 
table Flush Type Partitions we manufac- 
ture, sell and install. Above. is the functional 
bank height, 5’ 6”. Also 36”, 42”, 7’ 2” and 
8’ 6” heights. 


.. . And this is the popular ceiling height 
partition—a private office without the ad 
dition of unnecessary and costly space. 
All Flush Type Partitions are portable 
movable; have sturdy clip-on construction; 
no screws, no nails. Steel-and-giass raf 
2%” and 3” thicknesses. Permanent, baked- 
on finish in all colors. Packed with glass 
wool insulation. Ready for immediate de 
livery and installation, 

Fell us your needs. Our expert layout specialists 

are at your service. 


Dealer inquiries invited 


IRWIN CASPER, INC. 
101 BROADWAY, NEW YORK 13, N. Y. 


Walker 5-2555, 2556, 4218 





WHEELER 


SOUND POWERED 
TR8ter ao a 8s 


NOW AVAILABLE os a modern, streamlined, 
executive desk cradie-phone 

NO BATTERIES. NO OUTSIDE POWER. 

No maintenance. 

Easily installed. ideo! “private wire’ to save time, 
steps, cut switchboard load 


ine 
(oe Write now for detailed Bulletin SA-32. 


the WHEELER INSULATED WIRE CO., INC. 


Division of The Sperry Corporation 
1106 Eest Avrora Street, Waterbury 20, C icut 





Planned Efficiency 
with PLANOMATIC 
Combats 

Rising Costs 


4 


Make every square foot 
count the quick accurate 

way with Planomatic. 
Planomatic's three dimension 
models provide a picture in 
office layout problem 

Every detail can be worked out without drawing a 
single line because plans are recorded by photo- 
graphing or direct blue printing. 


Make your next move the PLANOMATIC way. 


M & M INDUSTRIES 


P. O. BOX 91, SOUTH MILWAUKEE, WIS. 


magnetized scale 
miniature of your 


tent executive. These tendencies are gen 
erally obvious in most people. If he is 
unable to relax behind the wheel of a 
car, chances are that he’ll develop ulcers 
or a nervous breakdown in leading a 
company. 

Can he admit an error when he has 
made one? None of us is infallible. We 
all, intentionally or otherwise, pull bon- 
ers. Those with character admit their 
sins and learn from them what to avoid 
in the future. The perennial summons- 
getter has not learned and probably re- 
fuses to be taught. Frequently it is he 
who claims that others are to blame. 

While speeding may prove to be a 
major factor in aecidents where death 
is concerned, there is a more funda- 
mental reason. It is judgment—or lack 
of it. Poor judgment in any given situa- 
tion can be disastrous even though 
there is a legally valid premise. Does 
the applicant misjudge legal permission 
for a blanket license? Is his driving the 
same with bad road conditions as with 
favorable ones? The good driver and 
the good executive will consider these 
extenuations and provide for them. If 
he does make a misstep, he will admit it 
was his fault, remember his error and 
take a lesson from it. 

The good driver has a basic fault: he 
is impatient when delays oceur. How- 
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ever, he refuses to take unnecessary 
risks. To be stuck in traffic is frequently 
disheartening and it is to be avoided. 
The good driver will try to size up the 
situation and look for alternatives when- 
ever and wherever possible. He dislikes 
delays and attempts to cireumvent ob 
stacles rather than sit and wait for them 
to disappear. 

The good driver and the born execu 
tive will have a credo that goes some- 


DOES MAKE OVER 40,000 
CHECK MARKS FROM A SINGLE 
INCH OF LEAD! 


‘ 


WHAT’S MORE... Verithin’s smooth, flexible lead 
and its marks won’t run 


takes strong needle points... 


when wet! It protects your records from water damage. 


*® Eagle Pencil Co., New York ¢ London © Toronto 


TSVERITHIN 


THe Orrice—October, 1954 


thing like this: I'm going to my destina- 
tion at the top legal speed limit and 
will get there. If someone wishes to 
pass me I will not hinder him. Though 
I probably won't receive it, 1 will ex- 
pect the same considerations from others. 
While behind the wheel my safe driving 
will be uppermost in my mind, always 
alert to danger from others and respect 
for the limitations of the mechanism 
which I’m direeting. 


36 


brilliant colors 
10¢ each 


Colored 
Pencils 





PHOTOSTAT 


(REG. U. S. PAT. OFF.) 


PHOTOSTAT 
INSTANT COPIER 


e Uses Eastman Kodak’s new VERIFAX process. 


e Makes three or more black on white copies 
up to 81/2" x 14” in one minute. 


e Takes up less than two square feet on desk 
or table . . . or stand can be furnished. 


e Can be used under normal office lighting by 
anyone at ony time. 


e Is unequalled in flexibility and versatility. 


« Fully guaranteed by Photostat Corporation. 


Today . .. more than ever before .. . 
PHOTOSTAT CORPORATION stands 
ready to serve you with photographic 
copying apparatus and material of the 
very highest quality. From the small 
Instant Copier to the large, completely 
automatic continuous models, you can be 
properly equipped to handle your par- 


PHOTOSTAT is the registered trade mark 
of PHOTOSTAT CORPORATION 





has these answers 
to Small or Medium-Sized 


CORPORATION Office Copying Problems 


PHOTOSTAT 
MODEL JUNIOR 


e Occupies same floor ope as the average 
office desk, 48’' x 52’, height 52’’. 


e Comes complete with lens and prism, lamps, 
developing and fixing apparatus. 


e —- at original size subjects up to 81/2" 

... or reduces from originals as large a 
14" x 18” 

© Bockholder, Solenoid Shutter Control and Deep 
Dark Box available as extra equipment. 


e May be easily operated by office personnel 
and under normal office lighting. 


ticular needs most efficiently and econom- 
ically with the same permanent, errorless 
copies . . . erasure-proof, water-proof, and 
fraud-proof .. . that set the standard of 
good photographic copying the world over. 
You will be amply repaid if you get full 
details before purchasing any office photo- 
copying equipment. Write to 


PHOTOSTAT CORPORATION 
299 State Street, Rochester 14, New York 
Service offices in most principal 
cities and in Toronto, Canada 
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Big news for tape users! 


PRICES REDUCED 


more than 12% on popular commercial sizes of 


REG. U.S. PAT. OFF 


score 


Cellophane 


#0408 





«My WMT ts 
pam - ee a 





\ 
ANSP ame 


@ Big savings for you on both transparent and colored cellophane tape. 
@ Reductions cover rolls in most popular lengths and widths. 
@ Same high quality “Scotch” Brand Cellophane Tapes you've always used! 
Increased demand together with improved production techniques make these 
i, big savings possible now. 
ORDER “Scotch” Cellophane Tape at new low prices 
= from your regular tape supplier! 
REG. U.S. PAT. OFF 


«+ 
Manufacturing Company, St. Paul 6, Minn. General Export: 122 E. 42nd St., New York 17, % Kd 
N.Y. In Canada: London, Ontario, Canada. Od 


+ 


, i Cy 
The term “Scotch” and the plaid design are registered trademarks of Minnesota Mining and ‘: 
tioeee 
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fr» The girl with the MARCHANT 
et iO A.M, ~ has finished...the other will still 
ts 4 be figuring at closing time 


. - 
mee 


| . 


4a 


The priceless hours a MARCHANT calculator The 
fully-automatic 


saves on daily figurework can mean many MAnenAatT 
extra hours of profitable, productive _  Figuemester 


effort from everyone on your staff 

who is now tied down to old- 

fashioned figuring methods. 

Call the local MARCHANT MAN 

and get a time-test run on your 

own figurework. You'll discover 

that for simple, accurate, 

time-saving operation... 

Any way you figure—IT’S MARCHANT! 
T 


MARCHAN 


(wy) 


AMERICA'S FIRST 


eels] , 
SULLICLEU, Find out how a MARCHANT calculator will help cut your 
YSIKN figurework costs and lighten your figuring burden. Mail 
—_ this coupon with your business letterhead for free... 
Index to Modern Figuring by Marchant Methods. . . [] 
Descriptive literature on Marchant Calculators . . . (J 


MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA 0-10 
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Successful management 
recognizes the importance of efficiently designed office furniture 





at 


STOW & DAVIS 


EXECUTIVE FURNITURE MANUFACTURERS 
GRAND RAPIDS, MICHIGAN 
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1080 SEPARATE GIFT ITEMS 


a te 


Photo taken at Breck’s of Boston 


America’s Oldest Mail Order House 


fovrmrtrenw Uses The DENOMINATOR! 


Counting and segregating orders for 1080 separate gift items is now 
accomplished faster—more accurately and much more economically— 
by use of The Denominator! 


Each unit of the six 180-unit machines shown above represents a gift 
item offered in the Breck’s Catalog. As orders are received, they are 
tabulated on The Denominator. The total shown on each 

unit — when deducted from the stock-card balance — pro- 

vides running inventory control. 


Compact and simple to operate, The Denominator can be 
made up in as few or as many units as you may require. 
Each unit counts to 9999. 


What's your counting problem? Write Dept. OM-16. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
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WHY WASTE OFFICE TIME? 
KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


YOU cUT mura a YOu 
YOUR & \ ol!" Bg = SAVE ON 
COLLATING Ax{) > SEF <x 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. 1 on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
Kee lox, MFG. CO., ROCHESTER 1, N. Y., U.S. A. 





Above line for Export. write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 
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OFFICE 
MACHINE 
STANDS 





GENERAL SPECIFICATIONS: 


Frame 242" wide, 17%" deep, sim- 
ple elevating device. 3’ diameter 
casters. 1” steel tubing. When in 
rolling position, distance between 
casters 25%" depth x 19%2"’ width. 





Top 18x18’. Drop leaf attachable 
either side 16x18”, 


Adjustable Ball Foot as- 
sures stability on uneven 
floor 





Shown with the IBM (20” carriage) 
ELECTRIC TYPEWRITER 





GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
iol Mm dlelgel wm Olde) eM -tohMe (elt MolaM Thal -1e excess of typical machines. Life time 
fel tc) oh ifolalol Me) ol-leeiolamaeluliclam service guarantee. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 








- l This newest development in photocopy machines, now available in one 
SLIM PLE—compact unit, 15''x24%"' overall, with only one knob to turn, can be 
operated easily by any girl in your office. 


handsome—G'ossy black with white trim — looks well anywhere. 


_ ____No matter how fine the detail, or what the colors, if you can see it in the 
accurate original you will see it in the photocopy 


. Produces exact, letter-perfect copies up to 14'' wide—whether the original 

versatile- is single or double sided, opaque or translucent, white or colored 
Photorapid's legally accepted copies are ready for instant use, eliminating 
costly typing, hand copying and checking — or costly outside copying 
With Photorapid you can make single side copies, double side (to reduce 
filing soace), transparent copies for use as masters with diazo or blue- 
prints, tissue copies for air mail — all at an unbelievably low cost. Also 
two-part models for copying from books without removing or injuring 
pages. 


fast— -In seconds your finished, perfect copy is ready 


. Closed tight when not in use. 
unique advantages— Non-metallic construction prevents corrosion. 





OFFSET USERS! 


Photorapid Transparencies make ideal masters for use 

with the new positive-working aluminum presensitized 

plates. From original to offset press in 6 minutes or less. 
Write for details. 











Bb Dept. O-10, 105 Chambers St., New York 7, N. Y. BArclay 7-4150 


of 
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NATIONAL 


~ 


tsa Copy 


~< 


7 Py 
/ 
g B, ae 
aes Bible! 
This Kit of National Translucent such as Uzalid or Bruning 


Forms Shows How to Get 1 or 100 Copyflex with guaranteed ac- 
or more Copies, Quickly, Easily, curacy when original work is 


on National Translucent forms. 
Eliminates costly hand copy- 
ing, errors, proofreading. Lead 
Your reports, charts, drawings pencil, ink, typewriter all re- 
and records can be duplicated produce clearly. Send for this 
by any direct print process sample kit. 


Errorlessly ... Write for it. 





NATIONAL BLANK BOOK COMPANY 


FORMS INCLUDE: Holyoke, Massachusetts 


Inventory 
Order and Invoice 
Comporative Sales Record 


1 

| 

7 Please send Translucent Forms Kit showing 
inter Office Memorandum | 

| 

| 

| 

i 


actual forms. 


U. S. Outline Map 
8 x 8 inch Quad 
Form Layout Sheets (pica or 
elite spacing) 
Analysis Pad Rulings 
My Stationer is 
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Put new efficiency 
on your payroll... 


Get a Bambino! This new small Ozalid® 
copying machine makes extra copies quick, 
cheap, plentiful—speeds copies of accounting 
reports, letters, memos ... saves clerical time 
spent in retyping and tedious hand copying. 


THE BAMBINO copies anything typed, printed, 
drawn or written on translucent paper up to 
nine inches wide, any length. It reproduces 
instantly on chemically coated Ozalid paper, 
fabric, or film—makes a letter size copy for less 
than two cents, in less than a minute. And 
can do 200 copies an hour! Needs no stencils, 
plates, inks, developing baths, delivers prints 
dry and clear. 

Economically priced at only $410, 
the Bambino soon pays for itself in 
even the small office. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration. 

Or write for free brochure to 173 
Ozaway, Johnson City, New York. 


OZALID—A Division of General Aniline & 
Film Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal. 
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EM 70 FIND ‘EM! 





-Binding 


HE answers to safe filing, easy finding, no lost or strayed letters, orders, 
plans, invoices or reports may all be summed up in the famous slogan 


“Acco-bound papers are safe papers”. 


Accobind Folders will rid your files of soft folders, scattered papers, loose 
sheets, pins and clips. They’ll save time, temper, money. They’ll bring you 
security, system, efficiency. 


Accobind Folders are made of durable pressboard, usable for years. Sizes 


available to meet every need. Ask your stationer to show them to you now. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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DUPLICATING 
SPECIALISTS 


Scientific know-how and research 
make ROSE products the highest 


in performance and dependability. 


+ 
/ ‘< f Sy / 
ey 4 fs 7 


e MASTER UNITS‘ 

SPIRIT CARBONS 

HECTOGRAPH CARBONS 

SPIRIT CARBON ROLLS 

ALSO Duplicating Fluid & Hand Cream 


Wi/fe 


R oe, SF RIBBON AND CARBON 
ey, MANUFACTURING CO., INC. 


General Offices and Factory * Harrison, N. J. 
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MONROE Calculators 
Rebuilt for 


Count on Monroes. For when 
they come from C.E.C. they are 
guaranteed and you know they 
are factory rebuilt by Monroe- 
trained mechanics and all replace- 
ments have been made with gen- 
uine parts. In every way you will 
be pleased with rebuilt calcula- 


varanteed 


atisfaction 


tors with the famous Monroe 
name. And select “rough” Monroe 
Calculators from C.E.C. are like- 
wise attractive buys. It will pay 
you to get the facts about these 
ever-popular figuring machines 
so write for full particulars. Right 
now C.E.C. has a choice stock. 


CALCULATOR EQUIPMENT CORPORATION 


556 Central Avenue, Orange, N. J. 
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Dictation Magic 


at your fingertips 


Select distributor 
franchises 
now available. 
Write for details. 


Announcing 2 more firsts! 


1. The Amazing Miracle-Mike 


Offering complete remote control of 
the SCRIBE from the microphone. 


2. Unbreakable Lifetime Magnetic Tape 


Hi-Fidelity Sound recording tape 
guaranteed unconditionally. 


PLUSS Freedom from Background Noise 
No Belts, Discs or Cylinders to Buy 
Error-Free Dictation 


Try the SCRIBE without obligation 
for a week in your own office. 


SALES AND SERVICE FROM COAST TO COAST 
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America's first 
magnetic tape 
dictation system 


SCRIBE CORP., 5022 W. Madison Street 
Chicago 44, Illinois 








GATES REFILL 
5000 rustiess Bross stoples 
each loading. 


BATES 

NUMBERING 
MACHINES a 
The world’s standard 
for excellence 


RASA ASS 


BATES 

MODEL C STAPLER 
Makes its own staples. 
One looding—5000 staples 


al 


BATES MUNKEE 
SILENT STAMP PADS 


Reversible, renewable filler 


for long life, 
clear impressions 


eee 
ae 
*e: 

BATES wo 

automatic 

eVELeTER 

Feeds, inserts and 

crimps eyelets 


in one automatic 
action 


OOO ORMG IT 4h, 


BATES STAPLE 

REMOVER AND PUNCH 
instantly removes any staple 
Punches o hole up te 


Wide range of models for 


4 


BATES 


BATES 
MERCURY STAPLERS 


PERFORATOR 
Easiest action, large waste 


every requirement container. Compact, economical 


LIST FINDERS 
Data desired is instantly 


before you 


quality products 


j Orange, New Jersey 
New York Office, 30 Vesey Street 


BATES NUMBERING MACHINES — STAPLERS 
40ST FINDERS ~ PERFORATORS — EYELETERS — ETC. 
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fast Movers 


- an | 


na 
Te 


r ones from the little ones, tt 


anufacturing, sales, 


\ iry 
nation up to 6 banks high, 12 units 
Yes 


note these 


model) you can count on ’em 


features of construction 


®@ Easily Readable from Any Angle 
. . - Bold figures Always Centered 
in Window ... No Glare . . . Fig- 
ures not Covered by Fingers in 
Operation 


@ Easily Portable, 
Built for Long Wear 


How Can the Vary-Tally yet Ruggedly 
count for you? Write for 
news sheet and prices. 
© All Parts Corrosion-Resistant; 


Working parts of Hardened Steel 


The Name that f 
ecen’(R) VEEDER-ROOT 


Chicago 6,1. * New York 19,N.Y. * Greenville, S.C. « 





Montrecl 2, Canada * 
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e red ones from the green 


accounting, 


Fallies will do any counting job 


or Shelf Warmers? 








Vary-Tallies help yeu separate the sheep from the goats, thi 


ne 

researching and what not! 
you want in any combi 
single-unit 


ur profit 


wide (also a new 


or with ’em te 


Separate Counting Units Can be 
Rotated like Tires on a Car, to Dis- 
tribute Wear Evenly 


Not Affected by Extreme Heat or 
Cold 


Individual Tag Above Each 
Counter-Window — Not Strip Tabs 


Veeder-Root Quality in Every Part 


INC. 


HARTFORD 2, CONNECTICUT 
Dundee, Scotiend - 





Offices and Agents in Principal Cities 


_, Put the Todd 
ie FORM-MASTER 
System 


to work 


OU em on your 
into a payroll 
feo) & 1S 


records 


It's easy to see what's causing all the confusion in this bookkeeping depart- 
ment! It’s those dreaded quarterly tax reports. They mean overwork, over- 
time, more overhead. They must be ready on time or else... 

Why not take steps right now to prevent a repeat performance of 
this scene next January? 

It's as simple as this: 

Put the Todd FORM-MASTER System in operation in your office. 
With it, any clerk or bookkeeper can prepare your quarterly tax reports 
without tying up the individual employee earning records and without 
costly overtime. It changes a major accounting task to a minor bookkeep- 
ing Operation. 

If you haven't already asked for details about the Todd FORM- 
MASTER System, mail the coupon now. There's no time to lose. 


porn nn ee 


THE TODD COMPANY, Inc., Rochester 3, N. Y., Dept. O 


Gentlemen: I'm interested in learning how the Todd 
FORM-MASTER System can help us prepare quarterly 
payroll tax reports. Please have your representative contact | 
me for a demonstration— without obligation on my part. j “4 


FOL 
Your Name { I NPAPS | 


COMPANY, INC. 


Company Todd 


Address 


iy 


ROCHESTER & NEW YORK 
Phone Number SALES OFFICES IN” @) PRINCIPAL CITIES 
La a a = DISTRIBUTORS THROUGHOUT THE WORLD 
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Tatsuichi Shibata, vice president and general 
manager of the new Los Angeles branch of 
the Bank of Tokyo of California, demonstrates 
a Japanese soroban and a Clary Adding 
Machine to Louise Kawasumi. 


ys 


Peggy Kolosky, Pitney-Bowes collection corre- 
spondent, and John Oakley of the develop- 
ment engineering department, with a full- 
scale model of a periscope used to safely 
watch the reactor engine on the atomic 
powered submarine, Nautilus. Device was 
developed by Perkin-Elmer Corp. and Pitney- 
Bowes, Inc. 
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Town & Country Homes, Inc., Boston real 

estate brokers, use an Underwood Samas 

punched card sorter to quickly select homes 

with the characteristics desired by a prospect. 

Machine has more than doubled salesmen's 
appointments. 





Modernized offices of Precision Metal Workers, Chicago, showing Y and E Style-Master 

Associate Desks, Empire Counter Height Filing Cabinets and Visible Record Equipment made 

by Yawman & Erbe Mfg. Co. Installation was supervised by C. G. Stiles, manager of the Y and 
E Chicago branch. 


Offices in the John 
B. McShain Build- 
ing, Washington, 
D.C., showing Type 
FF Mobilwall ceil- 
ing-high, steel and 
Structuralite glass, 
and all-steel, par- 
titions made by 
Virginia Metal 
Products, Inc. 











+ 


Sy 


=> — 


j= 
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More persons can be accommodated in the offices of Western Asbestos Co. and Western 
Asbestos Supply Co., San Francisco, since Globe-Wernicke steel Techniplan work stations were 


Control supervisors 
using Diebold V- 
Dex Vertical Visible 
files which control 
the flow of more 
than 15,750 items 
to the production 
lines at Firestone 
Tire & Rubber Co., 
Akron, Ohio. Sys- 
tem maintains ac- 
curate control of 
purchasing, ware- 
housing and inven- 
tory of all mate- 
rials and supplies. 


installed by Ben E. Rich of H 


S. Crocker Co. 








Cork panels in Arnot-Jamestown movable Partition-ettes provide pin-up space in the offices of 
Magazine Management Co., New York. Installation was designed by Michael Saphier Associates, 
New York. Cork panels cost slightly more than glass, are made by Arnot-Jamestown Div., 

Aetna Steel Products Corp. 


Office of General 
of the Army Omar 
N. Bradley, de- 
signed and execut- 
ed by F. V. Ger- 
stel, Inc., New York, 
for the Bulova Re- 
search & Develop- 
ment Laboratories 
in Queens, N. Y. 











General office of the American Hospital Supply Corp., Evanston, Ill., showing Crestline desks 
and filing cabinets made by Security Steel Equipment Corp. 


Some of the 140 
Remington room 
air conditioners in 
the Shelby County 
Court House, 
Memphis, Tenn. 
These in the treas- 
urer's office are | 
hp units, mounted 
above head level. 








W. J. Massey, presi- 
dent, Electronic 
Tabulating Co., 
Cleveland, and Glo- 
ria Howells, a ma- 
chine operator, This 
new firm, using the 
latest equipment, 
services customers 
throughout the coun- 
try. They do all the 
bookkeeping for sev- 
eral companies, and 
sales and order anal- 
ysis, payroll, invoic- 
ing, and inventory 
analysis for many 
others. W. L. Fite- 
master is tabulating 
supervisor. 


North American Avi- 
ation, Inc., has 23 
photocopy machines 
throughout its Los 
Angeles and Down- 
ey, Calif., plants, 
located in colorful 
orange canopied 
booths so that they 
can be easily spot- 
ted. Machines are 
Apeco Auto-Stats 
made by American 
Photocopy Equip- 
ment Co. 


Adolph Wertheimer, 
vice president, Radi- 
ant Mfg. Co., Chi- 
cago, uses an Ampro 
Corp. tape recorder 
to facilitate evalua- 
tion of interviews. 
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work-savers 


by Olivetti 


Olivetti Fully Automatic Printing Calculator. 
Automatically performs the 4 basic operations 
in arithmetic... and prints a permanent tape 
record of all calculations. In commercial pro- 
duction for 7 years, it is stil! the only fully 2uto- 
matic machine of its type. 


Olivetti Automatic Carriage Printing Calculator. 
Automatically caleulates ... and prints desired 
figures on record forms, automatically moving 
to the proper columns. Provides automatic and 
shuttle carriage operation. It is the first) and 
only machine of its type. 


Olivetti “Electrosumma 14” Adding Machine. 
Subtracts directly, gives credit: balance auto- 
matically, multiplies semi-automatically.Capac- 
ity 999,999,999.99, Extra ease and accuracy 
through Olivetti’s special double and triple zero 
keys, and automatic keyboard lock to prevent 
false entries. 


For further information ... for name of nearest 
dealer . . . for a demonstration or trial in your 
own office, write, wire or phone: 


Olivetti Corp. of America Olivetti Sales Corporation 
580 Fifth Avenue 230 N. Michigan Avenue 
New York 36, N. ¥ Chicago 1, Hlinois 
JUdson 2-0637 ANdover 3-2689 


Olivetti Sales Corporation 
17 Second Street 
San Francisco 5, Calif. 


EXbrook 2-6947 





Units on this page are designed 

for card record systems; those oppo- 

site are for leases, contracts, insur- 

ance policies, other office forms. Rubber 

feet are provided; removable for stacking 

purposes. Spring compressors give record 
protection. 


“STANDARD CARD” CABINETS 


ONE DRAWER UNITS Megs 


Card u 
Size Capacity Width Height Depth Price Packed Per Ctn 


3x5 1600 cards 65" 5'/,"" 16" $3.60 6's 35 Ibs 
4x6 1600 cards 7%" b/s" —16" 4.20 b's 40 Ibs. 
5x8 1600 cards 954" 7/_" 16" 5.40 3's 28 Ibs. 
6x9 1600 cards 105" 8!/," 16" 8.40 2's 23 Ibs. 


TWO DRAWER UNITS 


3200 cards 12%" Sie" 16" $6.30 
3200 cards 14%," 6%" 16" 7.20 
3200 cards 183," 7/," 16" 9.60 
3200 cards 20%," 8!/," 16" 12.00 


THREE DRAWER UNITS 


C3353 4800 cards 18%," 5s" 16" — $12.00 
#03463 4800 cards 21%" bie" 16" 15.00 
*C3583 4800 cards 274%," 7'/," 16" 18.00 
*C3693 4800 cards 30," 8!/," 16" 25.00 


SANITARY BASES (15" high)....$10 additional. 
*Other bases available to fit asterisked items. Prices on request. 
Prices slightly higher in Texas, Colorado and West of the Rockies. 


SEND FOR COLE'S LATEST CATALOG 


LE STEEL EQUIPMENT COMPANY 
C 285 Madison Avenue, New York 17 N.Y 





“HIGHER THAN WIDE” CABINETS 


No. 
C364 
C385 
C396 


C3642 
C3852 
C3962 


C3364 
C3385 
*C3396 


Card 
Size 
6x4 
8x5 
9x6 


6x4 
8x5 
9x6 


6x4 
8x5 
9x6 


Capacity 
1600 cards 
1600 cards 
1600 cards 


3200 cards 
3200 cards 
3200 cards 


4800 cards 
4800 cards 
4800 cards 





ONE DRAWER UNITS 


Width Height 
534" 8" 
654" 10" 
75," | ag 


Depth 


TWO DRAWER UNITS 


12%," 8" 
12%," 10" 
143," Ww" 


16" 
16" 
16" 


THREE DRAWER UNITS 


143," 8" 
183%," 10" 
21%" =" 


16" 
16" 
16" 


Price 
$8.40 
12.00 
14.40 


$14.40 
16.20 
19.20 


$20.00 
24.00 
30.00 


Shipping 
wt. 
Per Ctn. 
9 Ibs. 
12 Ibs. 
13 Ibs. 


15 Ibs. 
18 Ibs. 
23 Ibs. 


22 Ibs. 
26 |bs. 
33 tos. 


reece THREE DRAWER DOCUMENT FILE 
10'/o"x5" 1000 leases 1834" 12/4" 16" $19.95 32 Ibs. 


COLORS: Olive Green or Cole gray. In Walnut or Mahogany finish, add $6.00 for | drawer units, $8.00 
for 2 drawer, $10.00 for 3 drawer units. 


LOCKS: Cabinets eauipped with lock and key add $2.10 per drawer 
RODS: Cabinets equipped with rods for punched index cards add $3.00 per drawer. 


of o} & 


C3105 





STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, NY 





FROM EVERY ANGLE... a 
YOUR best waste basket buy is A 


FOR YEARS OF ATTRACTIVE EFFICIENT SERVICE 


Down the line—feature for Here’s why VUL-COTS are your best buy... 
feature—VUL-COTS give you @ Made of Hard Vulcanized Fibre. 
much more waste basket value. ® Exclusive double rolled top won't break, 


VUL-COTS are a lifetime loosen, or fray, and it remains smooth and 
product. They assure you years round for the life of the basket. 
of attractive, efficient service ®@ Bonded side seam adds strength, provides 
life without replacement. a more attractive appearance. 
@ Color is an integral part of the fibre... . 
it can't chip, or wear off. VUL-COTS will not 
mar or stain furniture or clothing. 


VUL-COTS are guaranteed not to crack, 
splinter, dent, rust, or corrode. 





May we send you the \ . 
VUL-COT catalog price sheet? > NATIONAL 
Write direct to Dept. R-10. 

\ VULCANIZED FIBRE CO. 


WILMINGTON 99, DELAWARE 
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brand new and packed with sales dynamite! 


REGNA 


Se 


DELUXE 


CASH REGISTER 


with 
VISIBLE ITEM 
INDICATION# 


-*DOUBLE-VIEW S 


WINDOW 
clerk and cu 


The fabulous REGNA DELUXE Cash Register 
mil -1¢-Pmuslola dlaleMiil-Mela-toli-timelohZolle-Mimseri) 
ie -Xoltsi-1ame(-Tio]s alamo MRe(-laele(-1MNs)(-1-] OME Sig Telia) 
lined, low in cost— it's the perfect answer to 
il -Mal t-te) Meh metastoll Melale Maat-tellUluim iP 4-Mc-siell 10) 
The REGNA DELUXE gives foolproof control 
over cash-credit protects funds 
plifies store accounting. For the REGNA DE 


LUXE is not oaly a precision-built cash register 


sim 


LM eo LiMmolelellileMMutelosllil-MmolileMmolel-SMmuilelib] 
Tas) oko] ale lih Mm olerel 4. 4-1-1 slate Masel dt Mm lole). 


Regna Cash Registers are available in Manual 
or Electrically Operated Models with regular 
or oversize cash drawers 


IN CANAD Re h Re 
Dow a 2 


489-8 King St. W 


OUTSIDE CONTINENTAL U.S 


REGNA CASH REGISTERS, INC. * 
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shows 
tome 


REGNA FEATURES SELL THEMSELVES: 
t Mala MeALtio) lM iiclismmlaleliaelilelal 
@ locked-in totals and sub-totals 
@ double-ribbon receipt-printing mechanism 
@ receipt-chute gives customer totaled, dated 
receipt 
fol -Tolel alas -talmolame (1a @mel-Tilelalelifelar) 
a isslolelL Mole olello tte!) Mie d-Toll ME Ua Wleldlili-te| 
folame ie! 9) —) 
automatic correction key 
lightning push-button operation 
sEretolVisslsMecolielilare Mate] ololal hy 
new wider tape window shows owner last 
6 to 7 amounts rung Vy @) 
TREGNA CASH REGISTERS, INC. == #1 
1175 Fifth Avenue, New York 10, N. Y. 


| GENTLEMEN: Please send more information about the REGNA DELUXE | 
Cash Register and about becoming a REGNA decler. 


Nome 





Compony___ a evepianiae 


— = Oo 


RR a ENE NR SRNR ASIEN EIRENE 


175 Fifth Avenue, New York 10, N. Y. 





93 








ANY ‘ 
ing machine 


ROLL! 
MERCURY ETT ish prints 


machines 


pH R 
MERCURY OI corns 


for multigroP 


Watch your printing department hit new “highs” in 
quality and output with MERCURY-Graph Rollers or 
MERCURY-Lith Rollers and Blankets. Made by the 
company who builds the rollers and blankets for the 
world’s largest printing and lithograph presses. And 
built to the same rigid specifications, by the same 
methods, and with the same materials! You pay no 
premium for this premium quality! 


RA if D ROLLE R co. FEDERAL AT 26TH ST. * CHICAGO 16, ILLINOIS 
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ADDRESSING 
MACHINES 


print their addresses from Index Stencil Cards in which the addresses 
are stenciled at typewriter speed with any standard typewriter. 

56 Elliott Branch Offices are now operating and working with 
2252 Dealers who are successfully selling our new 1954 line of Elliott 
Addressing Machines which range in price from $50 to $500 and in 
speed from 20 to 125 different addresses per minute. 

If you sell typewriters you can sell Addressing Machines. 


THE ELLIOTT ADDRESSING MACHINE CO. 
199-F Albany St., Cambridge 39, Mass. 
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ao — VARI-TYPER LINE NOW 
BLE FOR DEALER DISTRIBUTION 


ea 


ME 


RALPH c. COXHEAD CORPORATION 


Y Peers MA f 


720 FRELINGHUYSEN AVENUE NEWARK 5 NEW JERSEY 


To meet the wide-spread demand for a stenc il writing machine with change able 
type, we have decided upon 9 program of distribution of the famous ‘mM’ Model 
Vari-Typers through deciers in stencils and stencil duplicating equipinent. The 
advantages of Vari- Typer's changeatle type and changeable spacing increases the 


booklets, forms, price lists, church pro 


Jon the ‘M’ Model Vari 


use of stencil duplicators. Pamphlets, 
grams requiring bold and condensed types can be compose 
Typer and reproduced quickly and efficiently by stencil duplication. A large seg- 


, covered by Dealers of Stencil 


ment of this morket 1s now being Duplicators. The 


addition of the ‘M’ Model Var! Typer offers the progressive Dealer the opportunity 
to present a complete, compact, composition and reproduction ser vice to his pro- 
spective client. The Ralph C. Coxhead Corporation’ s fifty | Offices are 
under the liber 1 I imited 


available to maintain service on Vari-Typer equipment 


Dealers Agreement now being offered. Send for further details, today. 


sat / 


j. J, OPPASSER 
General Sales Manager 


[his O.K clipped to your letterbead 
vill brin all the facts 
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Everything... 
finger-tip control! 


Moldmaster exclusive Efficienizers make 
your work easier, pleasanter and faster. 
Everything right at your finger-tip reach! 
Wonderful for organization and keeping 
paper procedure orderly. 


the modern efficient 
functionals for the office... 
they're sensational... 
they're low priced 


GLIDO ROLL-TOP 
CARD CABINET 
For executive card record control. Mag- 
nificent modern treatment—black plastic, 
grey steel housing. 
L-35, $5.95; GL-46, $7.50. 


ROLL-TOP 
STATIONERY CABINET ROTARIAN LETTER TRAYS 
For letters, forms and envelope control. The unusual — original swing-away letter 
Magnificent modern treatment—the pres- tray system. “Hi” and “Lo” position. Top 
tige moderne unit for the prestige office section easily removable. Wonderful for 
and executive. Black plastic, grey steel inter-office action. In plastic — walnut 
housing. M-150, $9.25 only—complete set RDT, $4.95 





WRITE now—RIGHT now! Literature available. 
At your friendly stationer and office equipment dealer. 


/ 1 ob es C1) Oe ot o a | a | om 
We SVS TAVES: 170 w. 233rd st.,n.y.63 
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ayeryootly 


...but EVERYBODY... 


AS os 
aN They rush in twenty times a day: “Where's the Swift?” The machine weighs 

only 614 Ibs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 

a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to “stand and wait” to use it. I showed her the visible dials, the 

large clear type, the two-color ribbon and even did 150 operations 

a minute for her. 


i S: Some of the men would like to take ithome | 
in its zippered case to finish work at night —but Me, | Swift costs 
I lock it in my desk drawer! | $ 


At better Office Machine Dealers everywhere or write for information TODAY onl 9950 
nly plus 


SWIFT BUSINESS MACHINES CORP. tax 
Great Barrington, Massachusetts =— 
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GU 
ROLL LABELS 


@ file folders 


® file pockets SPI-ROLL labels are blank —type- 
e guides writer spaced and perforated so 





that they are easily torn apart. 


SMEAD'S SPI-ROLL folder labels 
are used the world over. For 
over a decade office buyers 
have been specifying “SPI-ROLL” 
when they stock office supplies. 


Packed 12 rolls to each display 
carton which contains 8 rolls of 
color labels and 4 rolls of white 
(250 labels to a roll). 


THE 
Sinead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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complete Printing 


7 d Folding department 


New Print-O-Matic Model 5-A Rotary “lumaan 
Stencil Duplicator (Mimeograph) ar 


@ da > ‘Twin-Paokt’ ‘Stencils 


RETAIL 


*120° 


(Pius $7.20 Fed Tox) 
The first manually 
operated folder 
with fully 
automatic feed! 


A full-size duplicator. Priced amazingly low! Hand- 
somely designed. Ruggedly constructed. Compact. 


‘ortable. Model 5- as features found only on * 

pacer hen ns bara rs Bea and — 7 New, Improved Fold-0-Matic FH-2 
FEATURING “NEVER FAIL” Desk Model Folding Machine 

AUTOMATIC ROLLER RELEASE The only Folding Machine in the world that features: ¢ The New, 


@ “INSIDE INKING” puts ink exactly where needed Patented Paper Feed and Separator Cap. GUARANTEED 1-2-3 or 4 
© COVERED CYLINDER protects agoinst dirt sheets at a time feeding. Feeds stapled sheets fully automatic. 


© ee Reet Kener Ree ee Ge © New Automatic Stacking Tray — Compact, sturdy. Handles any 
a average folding job. Priced low enough for any office or business. 
PRINTS from post-cord to logel size Quickly pays for itself. Eliminates expensive hand folding 
MICRO-SET PAPER STRIPPERS 
SNAP-ON FEED ARM — a Print-O-Motic exclusive @ FOLDS 120 Sheets per minute! © 8 basic folds — takes paper up to Be" « 14” 


100% AUTOMATIC FEED with (FRONT PAPER GUIDE) ® Anyone can operate it © Weighs only 30 Ibs. SIZE: 18° x 24” x 12” 


insures occyrate register ®@ Folds and creases for No. 6 lope in one op 





A COMPLETE MAILING DEPARTMENT-—BOTH ... FOR ONLY 195° 


DEALERS: Here is a constructive, profitable sales plan. This combination of Mimeograph and Folding Machine 
CONSUMER: You need these sensationally efficient is the most comprehensive office equipment value 
and low priced labor saving office machines. ever offered. See either or both now! 


DEALERS: WRITE TODAY for details of our Point-of-Sale Demonstrator Offer! 


NEW ADDRESS—FACTORY & OFFICES 


PR ! NT = °o * MATIC co., INC. 724 W. Washington Bivd., Chicago 6, III 
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HOW » FAMED FUR COMPANY STREAMLINED 
ITS CATALOG: PRODUCTION 


By changing to Colitho Offset Duplicating 
Plates: the famous Hudson’s Bay Company Fur 
Sales Inc. has cut production time for a 300-page 
catalog by 807. The substantial amount of over- 
time required to keep up with the vast load of de- 
tail was completely eliminated. 


Hudson’s Bay Company’s big problem was the 
seemingly endless task of preparing two separate 
and complete sets of catalogs containing. essen- 
tially the same information for the buyers and 
the confidential house editions. Colitho Plates 
enable ghem to produce both ‘editions from one 
/set of master plates. Typjng time has been drasti- 
cally reduced —hours of costly supervisory check- 
ing saved—and all risk of transcription errors 
removed. 
DitweNoiham iicielomicceniniunmelitt 
efficiency that countless businesses enjoy by using 
Colitho Plates. Whether your problem is in finance, 
management, production or sales, there is a cost- 
cutting solution for you in Colitho Products. Send 
for the free Folio of Colitho Application Ideas, 
and find out how your business can benefit. 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division COLUMBIA RIBBON AND CARBON MFG. CO., Inc. 
6010 Herb Hill Road, Glen Cove, N. Y. 


Send me the Folio of Colitho Application Ideas. 


Company. 


CE SR ae ee Le Te ae 


| 

| 

| 

Name | 
| 

| 

| 


ee 
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62 THe Orrice—October, 1954 








DIAGRAMS IN PUNCHED CARD COMPUTING by 
Fred) Gruenberger. University of Wisconsin 
Press, &11 State St., Madison 5, Wis., 139 pp., 
$3.75. 
Especially for tabulating installations 

by non-professionals, text in- 

debugging, question- 
naire tabulation, factor analysis and what 
not to compute. There are 108 plugboard 
diagrams for standard problems on basic 


like the 


square 


operated 


cludes advice on 


equipment and on ealeulaters 
604 and CPC, 
root. and chi-squared 
602A and GOZA 
relation factor analysis on the 
HO2A 
tabulator. 


Diagrams inclade 
analysis on the 
GOA; panels for a cor 
mATYINS 


and bivariate distributions on a 


BUSINESS APPLICATIONS OF ELECTRONIC MA- 
CHINES: AN A{NNOTATED BIBLIOGRAPHY. 
Controllership Foundation, 1 East 42nd St., 
New York 17, 46 pp., $2. 

Contains a suggested basic reading list 
and a listing of articles, books and liter 
ature on electronie office machines. There 
is also a compilation of machine manu 
their 


working installations. 


facturers with products and the 


location of 


THE INFLUENCE OF COLOR by Suzanne Caygil'. 
Tension Envelope Co., 19th & Campbell, Kan- 
sas City 8, Mo., 16 pn., Free. 


{n interesting treatise on the use of 
direct illus 
charts in full colors. 


color, mail, 


trated 


especially for 
with 


CLERICAL 
Management 
England, 86 pp., 25 Shillings. 


Salary data on 831 British firms em 
70,000 office workers. The 
statistics are tabulated in 90 tables by 
industries and areas, Trends revealed are 
commented upon by O. G. Packard. 


SALARIES ANALYSIS 1954. Office 


ploying over 
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issn., & Hill St., London, W.1, 


NEW!—a source of 
UNLIMITED 
INFORMATION 
on 


Punched Card 
Machine Accounting 


New directory 
lists nearly 

1500 individuals 
you may contact 
for ideas 

oad information 
to fit your 
specific needs. 
Cross-indexed by 
type of business 


and types of 


procedures used. 

This special directory section is included with 
more than 200 pages of general interest mate- 
rial in VOLUME THREE of THE PUNCHED CARD 
ANNUAL—a “must” for every tab supervisor or 
anyone interested in punched card applications. 


Examine FREE for 10 days 


If you ore completely satisfied OK 
our bill for $6.00, plus postage. We 
pay postage if payment is enclosed. 





The Punched Card 
502 Maccabees Bidg., Detroit 2, Mich. 


NAME___ 


TITLE__ 
COMPANY __ 
ADDRESS a 


CITY STATE 


Check enc. (J 





Bill me (]_ Bill my company [] 














now's the time 


to modernize your filing 


NEW REMINGTON RAND KOMPAKT FILE 


Big filing news! Now for the first time since 
the invention of the vertical file, you can 
have a desk-height file with 3 letter or legal- 
size drawers instead of 2...acounter-height 
file with 4 instead of 3 drawers ...a5-drawer 
file no higher than a 4-drawer unit... a 6- 
drawer file comparable to a 5-drawer! 


BIG SAVINGS OF COSTLY FLOOR SPACE. The new KOMPAKT file saves up to 
50% of your floor space! And KOMPAKT has smoother operation... 
more modern streamlined appearance...greater strength and durability! 


Right now, when you're engaged in the annual transfer of files, is an 
ideal time to consider KOMPAKT... the file with the extra drawer. 
Get 10-page folder showing details of savings — Circle LBV692. 


Get free folders on: 


VARIADEX ALPHABETIC FILING— permits unlimited file expansion without 
waste. Circle LBV666. TRIPLE CHECK AUTOMATIC FILING — means big cut in 

ae Fn a ea clerical filing costs. Circle 
Room 2019, 315 Fourth Ave., New York 10 LBV391. Both these sys- 
Kindly send literature circled: tems used in the new 


LBV692 LBV666 LBV391 Kompakt files too. 


__Title 
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AYOR Robert A. Wagner of New 
York City has proclaimed the 


week of the Golden Jubilee Na- 
tional Business Show, September 27 
through October 1, as Business Week 
in New York. In his_ proclamation, 
Mayor Wagner stated that “the office 
machines and equipment industry, as 
the ‘industry behind the operations of 
all industry,’ whose products have been 
displayed at the National Business Show 
for the past half-century, has played a 
major role in the maintenance and 
growth of our country’s business and 
general welfare.” 

To remind the business community 
that the Golden Jubilee Business Show 
will be held in both the 69th and 71st 
Regiment Armories in New York, 
golden coins announcing that fact are 
being distributed. Sidewalk canopies 
and banners will bear the Golden Jubi- 
lee theme at both locations where some 
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For 50 years, National Business Shows 
have attracted record-breaking crowds. 


Golden Jubilee 
National 


Opens in 
New York on 
September 27 


240 major manufacturers and suppliers 
will exhibit every type of business ma- 
chines, equipment, supplies and systems 
to meet the needs of every modern of- 
fice, large or small. 

Four companies which exhibited in 
the first National Business Show in 
1904 will be in the show again in this 
its fiftieth year: Addressograph-Multi- 
graph Corp., A. B. Dick Co., Elliott Ad- 
dressing Machine Co. and Felt & Tar- 
rant Mfg. Co. First known as the 
Typewriter & Office Furniture Exhibi- 
tion, the premiere of the Business Show 
took place in old Madison Square Gar- 
den, New York, December 12-14, 1904. 
It was something new in those days and 
was destined to be an unexpected sue- 
cess. Nothing like it had ever been seen 
before. 

Fred W. Payne is recognized as 
father of the National Business Show. 
He got the idea from the 1904 Auto- 
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EXHIBITORS AT THE GOLDEN 


Acme Visible Records, Inc 

Addo Machine Co. 
Addressograph-Multigraph Corp. 
Air Associates, Inc. 

Joseph A. Alexander & Staff 
Allen Communications, Inc. 


American Automatic Typewrijer Co. 


Anerican Dictating Machine Co. 


American Photocopy Equipment Co. 


American Press Assn. 
Art Steel Co. 


Bankers Box Co. 
Better Packages, Inc. 
The Bircher 

bro-dart Industries 
Charles Bruning Co. 


Caiculagraph Co 

Certified Microfilm, Inc. 
Chart-Pak, Inc. 

Cincinnati Time Recorder Co. 
Collister Corn. 

Conn. Telephone & Electric Corp 
Copease Corp. 

Copy Craft, Inc. 

Cormac Industries, Inc 

Ralph C. Coxhead Corp 
Cummington Corp. 
Cummins-Chicago Corp 


Denominator Co 
A. B. Dick Co. 
Dictaphone Corp. 
Dupli-Voice Co. 


Eastman Kodak Co. 

Thomas A. Edison, Inc. 
Electrofile Corp. 

Elliott Addressing Machine Co. 
Executone, Inc. 


Ferris Business Equipment, Inc. 
Fonadek ad of New York 
Friden Calculating Machine Co. 


General Binding Corp. 

Genera! Electric Co. 

General Photo Products Co. 
Goodyear Printing & Stationery Co. 
Graphic Microfilm Corp. 

Gray Mfg. Co 


Haloid Co. 
Hamilton Mfg. Co. 
Harris-Seybold Co. 
Heyer Corp. 


Inter-Continental Trading Corp. 
Itkin Brothers, Inc. 


Kleenie Master Co. 
Korda Industries 
Kybernetes Corp. 


Lansdele Products Corp. 


Maggie Magnetic, Inc. 
Magnetic Recording Industries 
Mailers' Equipment Co. 

Harold Mannheimer Org. 
Manpower, Inc. 

Marchant Calculators, Inc. 
Massachusetts Indemnity Ins. Co. 
J. Curry Mendes Corp. 

Merritt Lacey Corp. 

Methods Research Corp. 
Michael Lith, Inc. 

Minnesota Mining & Mfg. Co. 
Mirsa Co. 

Monroe Calculating Machine Co. 
The Mosler Safe Co. 


New York Telephorie Co. 


THE OFFICE 

Office Appliances 

Office Management & Equipment 
Offset Duplicator Review 

Old Town Corp. 

Olivetti Corp. of America 


Ozalid, Div. of General Aniline & Film Corp. 


Payroll Tax Service 

Peerless Photo Products, Inc. 
Pierce Dictation Systems 

Plus Computing Machines, Inc 
Polychrome Corp. 


Recordak Corp. 
Recording & Statistical Corp. 
Royal Typewriter Co. 


Safeguard Corp. 

Scribe Corp. 

Self Winding Clock Co. 
Shaw Walker Co 

Simplex Time Recorder Co. 
Soundscriber Corp. 
Standard Business Machines Corp. 
Standard Manifold Co. 
Staplex Co. 

Stromberg Time Corp 
Sturgis Posture Chair Co 


Thomas Collators, Inc. 
Tiffany Stand Co. 
Times Facsimile Corp. 


godersose ~~ 
S. Copyline, Inc. 


Veeder-Root, Inc. 
Visirecord, Inc. 


Webster Electric Co. 
Widmer Time Recorder Co. 
Wood Office Furniture Institute 


F 
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mobile Show at the Garden. In his 
own words, “I thought if so many peo- 
ple would turn out to see automobiles 
for pleasure, why wouldn’t an exposi- 
tion of office appliances, furniture and 
business systems for business also at- 
tract a large attendance of business 
people.” 

Mr. Payne teamed up with Harry A. 
Cochrane, salesman with the Fay-Sholes 
Typewriter Co. They obtained a 60- 
day option on the Garden and sold suf- 
ficient space within that time to take 
up the option. There were 65 exhibi- 
tors, including the four previously men- 
tioned which are in this year’s show. 
The show management and exhibitors 
had only a little over a day to clean 
up after a 6-day bicycle race and pre- 
pare for the opening at noon on Mon- 
day, but they made it. 

Unprecedented as it was, the three- 
day show drew nearly 100,000 visitors 
and received universally enthusiastic 
endorsement. It offered for the first 
time a complete display of office equip- 
ment including typewriters, typewriter 
supplies and specialties, office furniture 
and specialties, duplicating machines, 
adding machines, dictation machines and 
office systems. One observer reported 
that “the attractions of the show drew 
a larger and more interested crowd of 


Royal Typewriter Co. and the 
National Business Show cele- 
brate 50th anniversaries this 
year. Fortune Peter Ryan (left), 
Royal's president, is shown 
receiving a gold commemora- 
tive medallion from Rudolph 
Lang, managing director of 
the National Business Show. 
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commercial men than has anything of 
its kind in America, there being as- 
sembled representatives from all parts 
of the globe, and the attendance during 
the mornings and afternoons was far 
above the average, and composed of in- 
terested beings bent on study, and many 
purchases actually reported. There is 
no question but what such an exhibi- 
tion will continue to prove a great at- 
traction, and warrant being an annual 
affair. The attendance exceeded all ex- 
pectations and the show was a screech- 
ing suecess from the outset. Literally, 
it was a gold mine for most of the ex- 
hibitors, and many complained that they 
had not secured space to exhibit, or 
not room enough for more than one or 
two demonstrators, where they ought to 
have had eight or ten.” 

The show continued to prosper under 
the guidance of Messrs. Payne and 
Cochrane. In 1911, the Mational Busi- 
ness Show passed under the control of 
Frank E. Tupper, who from that time 
until 1949, did much to develop and 
improve it to the point where it became 
the showease of the $2 billion office ma- 
chine and equipment industry. The Of- 
fice Exeeutives Assn. of New York pur- 
chased the exhibition at that time and 
under managing director Rudolph Lang, 
the National Business Show has main- 
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National Business Show tickets this year are 

Underwood Samas Punched Cards. Examining 

tickets above are Harold R. Russell, manager, 

Samas Punched Card Div. of Underwood 

Corp., L. C. Stowell, president, Underwood 

Corp., and Rudolph Lang, managing director, 
National Business Show. 


tained and improved its position and 
services to business. 

“The National Business Show,” Mr. 
Lang declared, “is our industry’s largest 
annual display of the progress made 
in the field of office equipment, ma- 
chines and services. It is international 
as well as national in character and last 
year attracted visitors from 38 foreign 
countries and every state in the union. 
This year promises to top last year’s 
Show in the interest of exhibitors and 
visitors. We have in our Golden Jubi- 
lee Show an amazing variety of the 
latest and most important developments 
in our two-billion-dollar-a-year indus- 
try. It is sure to be one of the most 
rewarding expositions we have ever 
held.” 


Special plans for the 


promotion 
Golden Jubilee National Business Show 
are built around the theme, “Shower of 


Gold” 
center at 


which, illustrated in the theme 
the show, stresses the fact 
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that proper attention paid to improve- 
ments in the office equipment, machine 
and supply field means profits for man- 
agement. The theme also emphasizes 
the fact that the National Business 
Show is held in the center of the na- 
tion’s business activity and is the most 
important single showcase for the prog- 
ress of the industry it represents. 

Opening day promotion will start 
early on the morning of September 27 
with a tour by Wendy, a mechanical ele- 
phant, through the financial district and 
up Fourth Ave. to Park and 34th St. 
Wendy will carry two girls representing 
this year’s double-barreled show at the 
69th and 71st Regiment Armories, and 
advertise the “World’s Greatest Show” 
of equipment and machines for office 
use. The mechanical elephant will spend 
the opening day moving up to the 
Grand Central area and back and forth 
between the two armories. Evenings, 
both Show sites will be lighted with 
powerful searchlights to emphasize the 
fact that the show is open daily until 
10 p.m. 

The September 22nd dinner meeting 
of OEA, sponsors of the National Busi- 
ness Show, will honor Rudolph Lang, 
managing director of the show, who 
will be given a testimonial by OEA 
members marking the fifth year of his 
association with the National Business 
Show. This testimonial reads: “The 
Office Executives Association of New 
York, Ine., presents this testimonial to 
Rudolph Lang, Chapter Secretary, OEA 
N/Y NOMA, on his 5th Anniversary 
as managing director of the National 
Business Show in sincere recognition of 
outstanding performance in the inter- 
est of the advancement of management 
in the office and in appreciation of his 
loyalty to the Association and the mem- 
bers it serves.” 

Tickets have been widely circulated 
at national levels by exhibitors and 
through many national professional or- 
ganizations. Attendance at this year’s 
show is expected to be about the same 
as the average of the last three years, 
which was close to 100,000. 
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Controlling the Turnover of 
Office Employees 


SIDNEY W. KORAN 
Personnel Manager, United Merchants & Manufacturers, Inc., New York. 


URNOVER has to do with the com- 

ings and goings of personnel into 

and out of a company. Turnover is 
with us to stay. As a concomitant of 
employment, turnover can never be 
eliminated so long as there are em- 
ployees. Turnover is generally wasteful. 
Some kinds, it is true, may be beneficial 
to an organization. But these are numer- 
ically unimportant and are usually al- 
ready well under control. I doubt there 
are as many kinds of “beneficial turn- 
over” as the special pleaders for this 
type of employee mobility would have 
us believe. So-called “desirable turn- 
over” is outside the scope of this article. 

Turnover can be measured. The causes 
of turnover can be isolated and identi- 
fied. Turnover can be controlled, it ean 
be reduced. 

The clerk or typist or stenographer 
whom it is possible to employ with en- 
thusiasm, instead of with resignation, 
has to be found before she can be hired. 
Applicants who are capable of meeting 
reasonably demanding requirements 
must be ferreted out by specialists and 
lured to their new jobs by devices 
trimmed with fringe benefits. Once these 
satisfactory people have been recruited 
and are on the payroll and have been 
orientated, trained and accepted, and 
are productive—most companies these 
days want to keep them on the payroll. 
The way to accomplish that is to con- 
trol turnover. 

Before much can be done about con- 
trolling turnover, find out: how much 
there is, what’s causing it, and the trend 
it’s taking. Getting the answers to these 
basic questions involves: 

(1) keeping appropriate records, 

(2) tabulating the information con- 

tained in these records and treat- 
ing it statistically, 
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(3) analyzing and interpreting the 

statistical data, and 

(4) doing each of these on a sys- 

tematic and continuing basis so 
that constant comparisons may be 
made. 

Most of the information available to 
a central personnel department on the 
‘auses of turnover comes from two 
sources: the separation notice and the 
exit interview. The separation notice 
usually provides information that lends 
itself to tabulations, which in turn lend 
themselves to statistical treatment. The 
exit interview often reveals information 
that is useful as a check on the reli- 
ability of the reasons recorded in the 
separation notice. But that is not the 
primary purpose of the exit interview. 

An example of a simple graphie and 
statistical approach to the analysis of 
separations is shown for a hypothetical 
company which I have called Hypo- 
thetic, Inc. The formula given for com- 
puting the turnover rate is the one most 
commonly used. Note that the period 
embraced by the data is a full year; 
that separations attributed to marriage 
and pregnancy together account for the 
largest number of resignations, while 
unsatisfactory work and related reasons 
account for the largest number of in- 
voluntary separations, or discharges. 

A word of caution against using the 
figures in this chart for any sort of 
comparison purposes whatsoever. To 
simplify the chart and _ statistics, and 
make them applicable to a greater va- 
riety of companies, the data shown in 
this example have been modified con- 
siderably from those originally gathered 
by an actual company. Please do not 
compare the rate or percentage with 
your company’s. 

This kind of graphic and statistical 
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information, while it represents a good 
beginning and is obviously valuable, 
may not go far enough in most com- 
panies. It does provide a basis for com- 
parison with other companies and with 
previous years in the same company. 
If computed on a monthly or quarterly 
basis as is customary instead of annually 
as in the example, the information will 
have greater current significance. The 
data enumerates the principal reasons, 
as recorded in the separation notice, why 
resignations and diseharges are taking 
vlace. On the basis of this information 
alone, it is possible to attack a few of 
the causes of turnover and 
toward controlling it. 

All that Hypothetie, Ine., has to do 
to reduce the number of resignations ap- 
preciably is henceforth to consider only 
those applicants who will not get mar- 
ried, will not become pregnant, will not 
become dissatisfied with their salary or 
progress, will not leave the city, and 
will net want to quit for a rest or to 
stay at home! Likewise, the number of 
discharges could be reduced nearly to 


progress 


the vanishing point by hiring only ap- 
plicants who will prove to be competent 


and punctual, and who will come to 
work every day and on time! 

Of course it’s not as simple as that! 
A company’s selection of an employee, 
like an emplovee’s selection of an em- 
ployer, represents a compromise. When 
each seems to fit the other’s specifica- 
tions about as well as can be expected 
under the circumstances, the hire takes 
place. The modus operandi is the same 
as that involved in deciding which house, 
or car, or suit to buy, or which gal or 
guy to marry. In the process of making 
this compromise, the seeds of turnover 
are sown. Beyond known com- 
promises and obvious rationalizations 
there are all sorts of unpredictable and 
unlikely things that probably won't oc- 
eur but which, if they do, will add to 
turnover, There’s a lot more to getting 
at the basic causes of turnover than this 
type of limited analysis can possibly 
provide. 


these 


The information in Hypothetie’s chart 
fails to reveal where the turnover is oc- 
curring. It’s all in the company, but 
in what divisions or subdivisions or de- 
partments or sections? Which depart- 
ment heads, managers or supervisors 
have the highest turnover? The lowest? 

A simplified example of how turnover 
rates for Hypothetic, Inc., as a whole 
and for several subdivisions of the com- 
pany, can be presented in tabular and 
graphic form for each of four calendar 
quarters. Such an approach is often 
useful in helping to pinpoint turnover 
trouble spots. 

Soth charts and much of the sort of 
thinking they provoke are examples of 
the statistical approach. It is basic, and 
valuable, and its importance never 
should be underrated. However, it usual 
ly can provide only part of the answer. 
fhe remainder must come from the 
eritical and imaginative interpretation 
of information obtained through other 
principally investigations de- 
signed to uncover some of the not-so- 
obvious turnover that are 
operating in every company. 

One of the most useful devices for 
investigating those causes of turnover 
which the separation notice, and the 
analyses and interpretation based on it, 
often only barely suggest, is the exit in- 
terview. 

The exit interview I have in mind ts 
one conducted in the personnel depart- 
ment by the personnel manager or a 
professional interviewer. This type of 
interview should not be confused with 
the “final conversation” sort of thing 
that usually takes place in the operat- 
ing department when an employee quits 
or is discharged. Final conversations be- 
tween an employee who is leaving and 
his boss are important and often have 
far reaching significance. The way they 
are conducted can effect the validity ot 
the information recorded on the separa- 
tion notice and may influence (for bet- 
ter or worse) employee relations, pub- 
lie relations, ete. But the personnel de- 
partment’s exit interview is different. It 


sources, 


causes ot 
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1953 OFFICE EMPLOYEE TURNOVER AT accept INC." 








~ PERIOD (1 Dept. Dept, 3B Dept Qverall 
REASON WO. Trees —— bo 


Apr-May—Jun 2. 38 
Jul-Aug-Sep 3.0 
Oct-Nov-Deo 2.8 


4 5 
on i 6 9 
-0 +? 


Marriage and Pregnancy, | 36 Py 








Family circumstances or : PA —X—% so 
to remain at home. 











Salary considerations. 





RATES 


Dislike of work, or 

preference for other 

work. 

Ill health or need for 
rest. 














Leaving city. 





TURNOVER 








Return to school. 








All other known reasons. 
(See Note 1.) 




















Jul Oct 
| tug 

Reasons unknown, Sep Dec 
Dept. Bok =K=—A 

Dept. C -0-e-—0 











| Unsatisfaccory work; not 
develop. satisf.; un- 
suited for assigned work. 


paxcessive absenteeism NOTE |: "Other reasons" for resignations: 
All other reasons. Recalled to former job, inconvenient location, 
(Ses Note 2.) leave of absence refused, go into business 
Jcher Yeceased and retired, | for self, disagreement with supervisor, dis- 


than | Lack of work, reduction, agreement with co-workers, dissatisfied with 
above | reorganization. progress. 























re eae ee NOTE 2: "Other reasons" for discharges: 
Falsification of application, excessive tardi- 
Temporary employees, 30* ness, unsatisfactory attitude toward job, re- 
(including Summer). peated failure to call in when absent. 








| 
\ 











*Not included in computation of turnover, 


Below is the formula for arriving at turnover rates used in graph at upper right: 
Average number of employees in 1953...1,000 


Total number of separationSececcccccee 333 
(exclusive of temporary employees) 


Total Separations 333 
Average No. Emps. ~ 100 = T9990 * 100 = 33.3 


(The reader is cautioned not to use the above hypothetical figures for comparison with his 
own company's, as explained on page 69.) 





Turnover Rate 


THe Orrice—October, 1954 





has three purposes which, in the order 
of importance, are: 

1. To reduce turnover. 

2. To improve efficiency. 

3. To maintain company good will. 

During the exit interview, the in- 
terviewer attempts to obtain information 
which, when properly evaluated and 
acted upon, will result in reducing turn- 
over and increasing efficiency by im- 
proving selection, placement, orienta- 
tion and training; improving unsatis- 
factory or annoying working conditions 
or services; and improving supervisory 
practices. 

The exit interview is one of the most 
potent devices in the personnel depart- 
ment’s tool kit for reducing turnover. 
Because the information gained is so 
one-sided and likely to be so heavily 
biased in favor of the interviewee, it 
must be handled with considerable care. 
Properly used, reports based on such in- 
terviews can provide the information 
essential to do a real job on controlling 
turnover. Here, for example, are some 
very brief excerpts from actual exit 
interviews in one company : 

(Resignation: Pregnant) Employee re- 
marked: ‘‘My department is terrible. 
There’s no other department like it in 
the It’s just like a prison; 
you talk or anything. 
If a couple of girls start to say some 
thing, Mr. X 
and wants to 


company. 
can’t laugh or 


comes over 


right 
what’s going on.’’ 


away 
know 
(Resignation: Pregnant) Employee 
commented: ‘‘I can’t say enough about 
the company! If I ever return to work, 
I wouldn’t even think of going any place 
I’ve worked hard but I’ve en- 
joyed every bit of it. . Mr. D is the 
most wonderful man in the world! He’s 
good to work for, and a good listener 
when you want to talk your per- 
sonal problems.’’ 


else. 


over 


(Resignation: Better opportunity.) ‘‘T 
told Mr. X that I was leaving and he 
didn’t eare. I told him I had 
to look after my family, and he said he 
didn’t know I was married. I had 
shown him pictures of my kid and I 


seem to 
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gave him a cigar when she born, 
and then he says he didn’t know I was 
married! [I think a department head 


know a little about his 


was 


ought to more 
employees. ’ 

turnover is 
Like the exit 


Another tool to combat 
the follow-up interview. 
interview, this uncovers information 
that might otherwise be lost. It fre- 
quently provides information or sets 
the stage for corrective action in time 
to prevent the one or several 
valuable employees. 


loss of 


The follow-up interview is conducted 
in the personnel department by ex- 
perienced interviewers. Generally it is 
scheduled after the new employee has 
been on the payroll six to eight weeks. 
It may be conducted much 
in cases where a new employee seems 
to be adjusting poorly to the job, has 
expressed dissatisfaction, is showing 
signs of developing an unsatisfactory 
attendance record or where significant 
falsifications of claimed experience or 
training have come to light. (Most of 
our follow-up interviews are integrated 
with the 244-month performance rating 
which precedes the 3-month salary re- 
view. For that reason many of these 
interviews are held after the employees 
has been on the payroll as long as 10 
or 11 weeks.) 


sooner, as 


Hfere are some brief excerpts from 


actual follow-up interview reports to 
illustrate the sort of information bear- 
ing on potential turnover that can be 
uneovered through the use of this teeh- 
nique : 

‘*T asked my supervisor a couple of 
weeks ago, just in passing, how I 
said I’m all 
would be a good idea if my 


was 
doing, and 
I think it 


supervisor, or 


he just right. 


down here in 
the personnel department, would let us 
know how we’re doing. A fellow likes 
to know how he is getting along. I 
think that’s very important.’’ 


somebody 


Employee said she liked her job ‘‘ very 
much’’ and that she thought the com 
pany was ‘‘wonderful.’’ ‘‘ When I first 
started, I never thought I could catch 
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on to the many duties of the job, but 
now: it really seems easy. Everyone has 
Yesterday Mr. H 
and Mr. M called me into their office and 
asked me to rate myself on your rating 
form. They kept their answers cov- 
ered until I told them what I thought 
the ratings should be. When I had fin- 
ished, Mr. M told me that I had under- 
rated myself- This made me feel 


been so nice. 


sure 
good.’’ 
work 


work, 


‘‘We get the 
like 
the department. 
makes 
department 


Emplovee = said, 
pio} 


done but it doesn’t seem 


There’s no tension in 
Mr. E is a terrific 
feel right at 
people are very helpful. 
are always 


boss and 
The 
The supervisors 
find an 


you 
home, 


willing to let us 


easier way of doing things. If a sug- 
gestion is refused, we’re given a good 
reason.’’ 

She said she ‘‘likes’’ the department 
and is ‘‘satisfied’’ with her job, and 
added: ‘‘At first, the girls weren’t too 
friendly. . Not that they were nasty 
or anything like that, but they just 
didn’t bother with me too much. Now, 
though, they’ve warmed up and we get 
along very well I feel like one of 
them.’’ During the interview, employee 
volunteered the information that for the 
past six months she has been taking a 
course in Comptometry and added: ‘‘I 
have only another three months to go 
and I’ll be finished. I would like to 


(Continued on page 121) 





Small Adding Machines Save Space 


HE circulation department of 
Readers Digest at Chappaqua, N. Y., 
designed its own work stations for 
girls who handle incoming mail 


the 


containing new subscriptions, renewals, 
orders for yearly digests, indexes, ete. 
Mail is sorted according to category and 
totaled on adding machines. Because the 


Two views of the circulation department of 
"Readers Digest’ at Chappaqua, N. Y., where 
the work area has been designed to reduce 
unnecessary motions, Girls have small Swift 
Adding Machines which take little space. 
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working area has been limited for a 
minimum of motions, 15 Swift Adding 
Machines are used. These smaller, less 
expensive machines were found more 
suitable for this work. Weighing only 
61% l|bs., they can be put aside in a 
drawer or on a shelf when not in use. 








The reception area has a trans- 
lucent structural etched glass 
mural map of the U. S. and 
specially designed furniture. 


General view of the open work area in the new headquarters offices of National Assn. of Manu- 

facturers, New York.’ Colors are soft blue and warm gray. Ceilings are textured Fiberglas. 

Carpeting throughout is a neutral beige moresque mounted on rubber. The entire 40,000-sa. ft. 
offices were planned, designed and exucuted by Michaei Saphier Associates, New York. 






































Above: NAM's main 42 x 44 ft. conference 
room as it appears set up for full usage of 
all 154 seats. A public address system allows 
any seated occupant to be heard throughout 
the room by speaking in a normal tone, after 
being recognized by a person at the rostrum 
control. A fully equipped kitchen adjoins the 
assembly room which can be divided by ac- 
cordion partitions for smaller meetings. 


At right: The executive secretarial area has 

custom made desks and is separated from 

executive offices by plate glass walls which 

keep the area visually together but acoustically 

apart. Double-faced traverse draperies provide 
visual division when desired. 
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Inserting Machine 
Speeds Brewer's 
Mailing Operations 


SIDNEY SHEPHERD 


ODERN business machines did not 

figure in the plans of Frederick 

and Maximilian Schaefer back in 
1842, but since then such equipment cer- 
tainly has played an important part in 
the progress of the F. & M. Schaefer 
Brewing Co. When the company was 
founded in lower Manhattan more than 
112 years ago, the pace was slower in 
New York City which had 312,000 peo- 
ple compared with its present 8,000,000 
inhabitants. It was much easier to han- 
dle company statements and _ keep 
records on September 10, 1842 when 
Schaefer’s first customer, L. F. Luther, 
put down 50 cents for five gallons of 
lager beer. A simple bookkeeping entry 
was recorded in the ledger. 

The brewers of “America’s Oldest 
Lager Beer’ have come a long way 
since those days, with machines that 
permit its two large breweries in Brook- 
lyn and Albany to handle upwards of 
30,000 statements to its customers each 
month. These are prepared by Type 
403 1.B.M. tabulating machines on two 
or three-part (white, yellow, and green) 
continuous forms. Each statement shows 
dates, any balance brought forward, 
debits, credits, returned empties, out- 
standing barrels, and balance due. 

The office service division bursts the 
original, white form which ultimately 
goes to the customer, but first is routed 
to George McManus, supervisor of the 
Addressograph section. The yellow copy 
is sent to the credit division and the 
green copy to the local depot from 
which the beer was shipped. 

All told, Mr. MeManus estimates that 
about 30,000 statements are mailed 
monthly. These are processed at two 
periods. The first group, comprising 
statements to customers in New Jersey 
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and Connecticut, are mailed on the Ist 
and 15th of each month. The remainder 
are sent to customers in New York State 
on the second working day of each 
month. 

The mailing routine begins with put- 
ting the original white 814” by 10” 
statements through a folding machine. 
At present the only insert accompany- 
ing the statement is a precoded No. 6 
white business reply envelope, self-ad- 
dressed to the F. & M. Schaefer Brew- 
ing Co., with spaces on the back for the 
customer to fill in his name, address, 
route and account identification. An ad- 
dressing machine imprints county code 
and consecutive numbers on the back 
of the reply envelopes. When returned, 
the envelopes are readily sorted into cor- 
rect sequence for crediting payments to 
the customer. 

From time to time there are other 
envelope inserts, such as instructions on 
how to draw beer, how to store beer and 
related matters. Occasionally, enclosures 
have included printed price change no- 
tices, sales bulletins and information re- 
ports to customers. 

All inserts and original statements are 
aligned for quick and easy mailing by a 
Model 10 Inserting and Mailing Ma- 
chine, which Schaefer has been using for 
about 15 years. At the rate of about 
3,000 units an hour, this machine rapid- 
ly inserts all the enclosures, then seals 
the No. 10 window envelopes, imprints 
a 3-cent meter stamp for first class 
postage, and neatly stacks the com- 
pleted mail. 

These operations are carried on under 
the guidance of two men who run the 
Inserting and Mailing Machine, examine 
the finished letters, then tie them into 
bundles. Whenever necessary, clerks 
weigh the letters on postal seales, then 
use Jeeps to take the mail to the post 
office. 


Letters that are weighed eontain spe- 
cial sales department direct mail promo- 
tion bulletins, usually one or two pages. 
Other bulk mail includes the bulletin for 


the annual R. J. Schaefer Salt Water 
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TWO KEYBOARDS 


make more money-music 
than one 


For several months, Burroughs dealers 
have been enjoying stepped-up sales 
opportunities with an out-ahead product 
—the Director 200 full-keyboard adding 
machine. Now —with the introduction of 
the BURROUGHS TEN KEY, the 
world’s newest ten-key adding machine — 
their sales opportunities are even greater. 


Compact, smartly styled, all-electric in 
operation, the BURROUGHS TEN 

EY is the ideal selling mate of Bur- 
roughs full-keyboard machines. More- 
over, it is being introduced with the 
advertising punch of 34 leading maga- 
zines ... to a total circulation of nearly 
1414 million people! 


Burroughs puts dealers out front with 
office machines that sell and promotional 
materials they can use. Then, Burroughs 
backs them up with believable adver- 
tising that reflects the dependability and 
prestige of the most respected name in 
the business. Burroughs Corporation, 
Detroit 32, Michigan. 


THE BURROUGHS LINE 
IS THE PROFIT LINE 


f 





Fishing Contest, issued by the public 
relations division. More than 1,900 of 
these news releases are sent every two 
or three weeks to fishermen’s clubs, boat 
captains, sporting goods stores, as well 
as to newspapers, magazines, radio and 
television stations. 

An unseen role in establishing Schae- 
fer’s public relations division three years 
ago was played by the Inserting and 
Mailing Machine which is made by the 
Inserting & Mailing Machine Co., 
Phillipsburg, N.J. In the course of 
building up direct mail distribution ot 
press releases and sending other litera- 
ture to the press and sports groups, the 
Inserting and Mailing Machine served 
almost as a direct mail staff in itself. In 
this connection, a Schaefer executive 
observes, “Having that machine in the 
company to get out releases 
the same day and much more efficiently 


enabled us 


than if we had to work through an out- 
side mailing house.” 

Evaluating the work of the Inserting 
and Mailing Machine, Mr. McManus be- 
lieves that it has speeded office mailing 
operations by six times or more. “I'd 
dislike having to review the situation 
which confronted us before we got the 
machine,” he recalls. “The mail job then 
resembled a bucket brigade. Everybody 
pitched in. There were times when we 
recruited most other machine operators 
who had done their chores. We added 
mail boys, office boys and telephone 
operators. We all had to. stuff, stuff, 
stuff envelopes by hand. It was boring, 
tiring, depressing.” Since then the mail- 
ing job has been facilitated and _ hast- 
ened by the machine with a minimum 
of personnel involved. And the machine 
has helped pace the continuing growth 
of the F. & M. Schaeter Brewing Co. 


George McManus (left), supervisor of the Addressograph section, and Ken Peterson, who 
operates the Inserting and Mailing Machine at F. & M. Schaefer Brewing Co., Brooklyn, N. Y. 


78 THe Orrice—October, 1954 





3 DISCS 


and 


33) rpm 
make this 
MORE THAN 


the finest dictating 
instrument 


FOR YOU! 


Sound Scriber 


DICTATING EQUIPMENT 


WORLD'S MOST VERSATILE 
COMMUNICATIONS AID 


“WN Lightest all-purpose recorder 

“N. On-the-Disc Instructions 

“J 50% Easier to Use 

NJ Disc-on-Dise Recording 

sw Tone-Color Quality 

“&Dises Play on Standard 331 Phonograph 


Dictation Dise, 
573'' diam., 30 minutes 


Mail Chute Disc, 
378'' diam., 15 minutes 


Memo Disc, 
3” diam., 8 minutes 





SoundScriber Corp., Dept. 0-10 
New Haven 4, Conn. 
Please send sample Dise and info. 
Name 
Company 
Address . 


Also send information on 
SoundScriber Remote Dictation 





7th Annual 
International 


Systems Meeting 
In New York 


CHARLES C. CHASE 
SPAA President 


T IS a commonplace that questions 

of progress in industry have, within 

the past decade, been placed in an 
utterly new light by the impact of elee- 
tronics. Yet there are a number of seri- 
ous misconceptions regarding the essen- 
tial elements of this magic word. The 
Systems & Procedures Assn. of America 
has taken some extraordinary steps in 
presenting what should prove to be its 
finest and most timely management ¢on- 
ference. In this conference the associ- 
ation hopes to promote a better under- 
standing of electronics and its vast im- 
plications. 

Don Titus, a senior associate of Fair- 
banks Associates and general chairman 
of the meeting, announced the confer- 
ence objectives as follows: “It is our 
purpose to pass in review, in their most 
modern setting, the salient features of 
the principles involved in a thorough- 
going recognition of the latest operating 
techniques. The fact that 75% of the 
conference will be devoted to intensive 
studies and general discussions of the 
potential of electronics is in reecog- 
nition of the dramatic impact that c¢om- 
puter mechanisms are having on 
tems engineering.” 

Charles C, Chase, an executive of the 
Harshaw Chemical Co. of Cleveland, 
and the newly-elected national president 
of the Systems & Procedures Assn., 
stated it this way: “The Association 
has planned and scheduled an unbeliev- 
ably stimulating and practical conven- 
tion meeting for 1954. It is a meeting 
that has been designed to be literally 
profitable to every individual and firm 


SYS- 
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DON TITUS 
General Chairman 


represented.” 

Here are the objectives of the com- 
mittee for the International Systems 
Meeting to be held at New York’s Hotel 
Commodore, Oct. 25-27: First, through- 
out the three-day meeting, group semi- 
nars will be held, covering basic sys- 
tems and procedures problems. Each 
seminar, limited to 25 executives, will 
be led by specialists in the particular 
area covered. These will be planned 
workshops designed to present, explore 
and evaluate the newest systems tech- 
niques. The morning will be devoted to 
lecture and visual aid presentation by 
the seminar chairmen. The afternoon 
will be devoted to off-the-record discus- 
sions by those participating. It will 
not be possible for a registrant to at- 
tend a general session and a seminar 
on the same day. Seminar subjects will 
he as follows: 

1. Orientation in Electronics: 
workshop designed to remove the mys 
tery surrounding electronics in the lay- 
man’s eye and to acquaint him with the 
terms and techniques used. 

2. Initiating an Electronics Program: 
Discussion of the procedural analysis, 
research, edueation and_ evaluation 
needed to determine the needs of a par- 
ticular company. Case examples. 

3. Utilization of Present Electronic 
Equipment: Analysis of the use of 
electronic computers and other specially 
designed equipment already available 
and tailored for specific needs in busi- 
ness. 

4. Records Management: Complete 
review of space conservation, protection 


sasic 
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Matched Business Stationery 


To prompt action is one important job of your busi- 
ness correspondence. A well executed design carried 
throughout all your business stationery will help 
attract attention and also goes a long way toward creat- 
ing the desired impression in all of your correspond- 
ence that your company is well organized, alert, and 
efficient. 

Of equal importance is the quality of paper used. 
You'll find Gilbert offers a complete line of new cot- 
ton fibre content papers unsurpassed in appearance, 
strength, color, and finish for every business stationery 
use. Ask your supplier. 


Gilbert 


Lancaster, Radiance, Resource, Gilbert Bond Papers 





GILBERT 


PAPER COMPANY 


ee F 


\ . 
waste wiscons! 








SPAA General Sessions Program 


MONDAY, OCTOBER 25 
KEYNOTE MESSAGE: Hersert O. Braver, Dartnell Corp., Chicago. 
SYSTEMS & PROCEDURES, A TOP MANAGEMENT RESPONSI. 
BILITY: Joun B. Joynt, American Enka Corp., Enka, N.C. 
OPERATIONS RESEARCH: Dr. ANnprew Vazsonyi, Ramo-Woold- 
ridge Corp., Los Angeles. 
CONTROL OF CLERICAL COSTS: W. F. 
McCormick & Paget, New York. 
WORK SIMPLIFICATION: R. W. 
nating Co. 
JOB ENLARGEMENT: Vircit K. Row ann, Detroit Edison Co. 


TUESDAY, OCTOBER 26 
SAMPLING AS A MANAGEMENT TOOL: E. T. Macruper, Chesa- 
peake & Potomac Telephone Companies, Washington, D.C. 
EVERYONE IS ON INCENTIVE: Foro R. Larraseer, 
Industries, Inc. 
DETERMINING & ANALYZING CLERICAL COSTS AS A WAY TO 
ACHIEVE SUBSTANTIAL SAVINGS: Epmunp Dwyer, Department 
of the Navy, Washington, D.C, 
ELECTRONIC ACCOUNTING MACHINE DEVELOPMENTSs: | T. 
Vincent Learson, International Business Machines Corp.; LutTuer A. 
Harr, Remington Rand, Inc. Also representatives of other exhibiting 
manufacturers. 


9 a.m. 
10 a.m. 


1] a.m. 


2 p.m. McCormick, Cresap, 


3 p.m. Rix, Cleveland Electric [llumi- 


4 p.m. 


9 a.m. 


10 a.m. Cincinnati 


1] a.m. 


2 p.m. 


WEDNESDAY, OCTOBER 27 
APPROACH TO THE “AUTOMATIC OFFICE”: 
Joserus, New York Life Insurance Co., New York. 
STEPS BEING TAKEN BY EDUCATORS TO PREPARE STUDENTS 
FOR THE “AUTOMATIC OFFICE”: Dr. Howarp Atken, Harvard 
University, Cambridge, Mass. 
CONSULTANT’S VIEWPOINT OF 
FOR THE “AUTOMATIC 
Andersen & Co. 
PREPARING FOR ELECTRONIC DATA 
Benser, C.1.T. Financial Corp., New York. 
INSTALLING ELECTRONIC EQUIPMENT (CASE 
R. F. Osporn, General Electric Co., Louisville, Ky. 


9 a.m. Devereux C, 


10 a.m. 
BASIC STEPS TO BE TAKEN 
OFFICE”: KennetH A, Wouter, Arthur 
PROCESSING: E. G. 


HISTORY ): 











Planning and 
operating the files department. The 
changing problem in records manage- 


and retention programs. 


basic principles involved and the effect 
on forms control of improved office du 
plicating methods and greater mechani- 


ment in the face of constantly greater 
mechanization. 

5. Work Measurement: 
tories of the most effective methods used 
by different companies. 

6. Quality Control in the Office: De 
tailed analysis of the various methods 
used for quality control and the bene 
fits to be obtained from such a program. 
Forms Desiaqn and Control: The 


Case his- 


zation. 

8. Practical Work Simplification Pro 
grams: The two types of programs 
the methods specialist approach and the 
employee participation approach. The 
role of the supervisor as a key to im- 
provements will be carefully examined. 

9. Systems and Procedures Fune 
Organization, planning and 
training. Basie principles that can be 


tions: 
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Sorter Graf 


THE RIGHT COMBINATION 
OF METHOD AND EQUIPMENT 
TO REDUCE YOUR COSTS IN 

ANY PAPER HANDLING ROUTINE 





Equipment adapted to large or small operations. 
Up to 50% savings made in operation costs. 


Write for details 


SorTERGRAF COMPANY 


4044 W. Jefferson Avenue Detroit 9, Michigan 
THIRTY YEARS OF SPECIALIZATION 
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used by small and large firms alike. 
Study of case histories. 

10. Communications: Analysis of the 
new developments in data transmission 
such as wire, card to tape, facsimile, 
closed cireuit television, ete. 

11. Office Layout and Design: The 
role of systems men in the inception, 
planning and the design of work areas. 

12. Operations Research: An an- 
alysis of the new concept wherein the 
talents of methods men, engineers, 
physicists, accountants are pooled to- 
gether in a concentrated attack on a 
common problem. 

13. Inventory Mechanization: Case 
examples of inventory mechanization 
and the benefits such as reduced inven- 
tory, speeding of data, use of surplus 
material and better information for 
manegement. 

Seminar chairmen have been selected 
from all parts of the country to leeture 
and act as discussion moderators on the 
above topics. The following specialists 
are representative of the chairmen who 
will lead these seminars: 

Robert S. Breckenridge, Sutherland Paper Co., 
mazoo, Mich. 

William F. Buhl, B. F. Goodrich Co., Akron, Ohio. 

Robert H. Busch, Hughes Aircraft Co., Tucson, Ariz. 

Wallace M. Carrithers, A. B. Dick Co., Chicago. 

John R. Crowley, Pullman Co., Chicago. 

Elles M. Derby, Metropolitan Life Insurance Co., New 

York. 

Stephen T. Forbath, Dennison Mfg. Co., Framingham, 

Mass. 

Eugene F. Grant, W. L. Maxson Corp., New York. 
Frank Griesinger, Lincoln Electric Co., Cleveland. 
Elliot L. Gruenberg, W. L. Maxson Corp., New York 
Ray E. Harbaugh, Philadelphia Electric Co., Philadel- 
phia. 
E. R. Hughes, Pure Oil Co., Chicago. 
Paul Kalb, Shell Oil Co., New York. 
Simon F. Kaplin, Switchgear Div., 


Co., Philadelphia. 
Joseph W. Kimmel, Alan Wood Steel Co., Conshohocken, 


Kala- 


General Electric 


Pa. 

Arthur B. Kneip, Bull Dog Electric Products Co., 
Detroit. 

Victor Lazzaro, Merrill, Lynch, 
Beane, New York. 

aes a P. Leonard, Bendix Aviation Corp., Teterboro, 


Leslie Matthies, Fullerton, Calif. 

Richard Neumaier, Systems Analyst 
Philadelphia. 

Lawrence M. Peck, Detroit Automobile Inter-Insurance 
Exchange, Detroit. 

Ralph C. Peck, American Surety Co., New York 

Howard Levin, Cleveland 

Andrew B. Matey, Western Electric Co., New York 

J. H. McCall, Port of New York Authority, New York 

David Merriman, Argus Cameras, Inc., Ann Arbor, Mich 


Pierce, Fenner & 


& Consultant, 
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Milton Reitzfeld, Management Office, Third Naval Dist. 
Hq., New York. 
Thomas G. Rizzo, 


Bendix Aviation Corp., Teterboro, 


N. J. 
Frank L, Roth, Grant Storage Battery Co., Minneapo- 


is. 

James C. White, A. C. Spark Plug Div., General Motors 
Corp., Milwaukee. 

William Bowman Worthington, Aircraft Co., 
Tucson, Ariz. 


Hughes 


The other part of the program will 
consist of talks by key public and busi- 
figures in the general sessions 
throughout the three days. This pro- 
gram of talks will bring registrants the 
best current thinking on major ques- 
tions of management today, ranging 
from application of new cost - cutting 
techniques through details of some of 
the newest electronic equipment. 

A display of the most talked-about 
advances in electronic office machine 
equipment will be made possible by 
special arrangements with several lead- 
ing business machine manufacturers. 
This collection of the newest in elee- 
tronic office machines (some displayed 
for the first time) will provide an un- 
usual opportunity to explore develop- 
ments that are certain to have a dra- 
matic impact on business management. 
Exhibitors will include: 
Addressograph-Multigraph Corp. 

American Photocopy Equipment Co. 
Burroughs Corp. 

Commercial Controls Corp. 

Friden Calculating Machine Co. 
Haloid Co. : 

International Business Machines Corp. 
Monroe Calculating Machine Co. 
New York Telephone Co. 

Remington Rand, Inc. 

Standard Register Co. 

Times Facsimile Corp. 


Western Union Telegraph Co. 
U. S. Navy’s Paperwork Management Exhibit 


ness 


Group seminars and general sessions 
will be conducted coneurrently. After 
an intensive survey of conference tech- 
niques, SPAA found that conference 
groups have varied interests ranging 
from those who wish to have the oppor- 
tunity for intensive study to those who 
wish to absorb the general knowledge 
offered in open lecture sessions. For 
the first time, in the general sessions 
program, electronic equipment manufac- 
turers will have the opportunity of 
open panel discussion on the merits of 
their equipment. 
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Should they all 
TORUS UG 
carbon paper? 


Three secretaries...three jobs...three different carbon papers 
needed! Alice's boss sends one-of-a-kind letters with one 
carbon required. Joan must- produce eight clear carbons for 
routing. Claire's boss is a statistician and his figures 
must be legible. No one carbon can do all these jobs equally 
well. 


Webster's famous MultiKopy Carbon Papers come in weights and 
finishes for all these office needs and many more. Each sheet 
is constructed for true value in color, sharpness of impres-— 
sion, and wear. There are 52 weights and finishes for stand- 
ard machines and 20 for noiseless machines. 


With MultiKopy you can use a "custom" carbon —— tailored to 
the machine, the job, and the individual touch of the opera- 
tor. Discuss with your stationer the kinds of MultiKopy car- 
bons that your office requires. Then see what a difference 
using the right carbons makes —— in savings of time and office 
supplies and in clear legible impressions. 


Carbon papers and inked ribbons for every office need by: 


F.S. WEBSTER COMPANY 


8 Amherst Street 
Cambridge 42, Massachusetts 
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grades of boxed 
typewriter paper? 








| STATIONERY COUNTER — 





BECAUSE paper is made for specific end uses, 
requiring different characteristics in the paper. 


Neenah papers, for example, are designed for ‘‘quality.”’ 

They contain new cotton fibers and are carefully 

manufactured so they will have strength, permanence and prestige. 
Naturally, their cost is slightly higher. 

Neenah papers are used for documents, certificates 

and other valuable uses. When you need typewriter papers that add 
prestige to your letters, reports and records, 

we suggest you try Neenah Boxed Typewriter Papers. 

Then you will be convinced that all papers aren’t alike. 

And remember, the stationer who carries Neenah Business Papers 
is also a good source for other quality office supplies. 


ce enah, 


~~ BA SRERRTER RRRERS 


NEENAH BOXED TYPEWRITER PAPERS 
Bonds and onionskins with from 
25% to 100% rag content 


NEENAH PAPER COMPANY, Neenah, Wisconsin 
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ETHODS and machines to increase 
clerical production will be the 
theme of the annual office man- 
agement conference of American Man- 
agent Assn. at the Hotel Astor, New 
York, Oct. 20-22. Nearly 1,000 office 
executives are expected to attend the 
three-day meeting. Six speakers will 
analyze various aspects of the applica- 
tion of electronics to the office. Others 
will discuss cost reduction, ways of in- 
creasing clerical production, organiza- 
tion, space planning and policy. 
W. W. Smith, senior procedures ana- 
lyst, Major Appliance Division of 


General Electric Co., Louisville, Ky., 


will open the conference with a report 


on the high-speed electronic computer 
now being used in accounting opera- 
tions at GE’s Louisville branch. He will 
tell what impact the equipment is hav- 
ing on office methods. Byron Bureh, 
also of GE’s Louisville office, will de- 
scribe how the computer works in pay- 


An educational ex- 
hibit at the annual 
AMA Office Man- 
agement Conference 
will feature displays 
by Abbott Labora- 
tories on “Solving 
the Shortage of 
Office Job Appli- 
cants," Tennessee 
Gas Transmission Co. 
on "Simplifying the 
Handling of Office 
Records,’ and 
Wayne University 
on "How the Com- 
puter Serves the 
Community." 
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AMA Office Management 
Conference in New York 


roll accounting. 

Programming a computer for cleri- 
cal production will be the topie of A. 
©. Vanselow, assistant vice president in 
charge of planning at Franklin Life In- 
surance Springfield, Ill E. F. 
Cooley, associate director, methods re 
search, Prudential Insurance Co. ot 
America, Newark, N. J., will suggest 
some guideposts in deciding whether or 
not to invest in an electronic computer. 
Representatives of two computer man- 
ufacturers will tell how to use a ¢om- 
puter service center. They will be Ar- 
thur A. Katz, director, Electronic Com- 
puter Center, Remington Rand, Ine., 
New York, and Daniel R. Mason, man- 
ager, Scientific Computing Service, In- 
ternational Machines Corp., 
New York. 

The human relations implications of 
electronization will be discussed on the 
final morning of the meeting. J. 
Douglas Elliott, supervisor, customers’ 


: 
Co., 


3usiness 








AMA Office Conference Program 


WEDNESDAY, OCTOBER 20 


10:15am. IMPACT OF THE COMPUTER ON METHODS: W. W. Smitn, 
General Electric Co., Louisville, Ky. 
11:15am. THE COMPUTER AT WORK ON PAYROLLS: Byron F. Burcu Jn., 
General Electric Co., Louisville, Ky. 
2p.m. PROGRAMMING THE COMPUTER FOR CLERICAL PRODUC. 
TION: A. C. VanseLow, Franklin Life Insurance Co., Springfield, Ill. 
3p.m. CONCLUSIONS FROM A STUDY OF COMPUTER METHODS AND 


: SES: E. F. Cootey, Prudential Insurance Co. of America, Newark, 


N.J. 
4 p.m. USING A COMPUTER SERVICE CENTER: Artnur A. Katz, 
Remington Rand, Inc.; Dantet R. Mason, International Business 
Machines Corp. 


THURSDAY, OCTOBER 21 


9:30am. INCREASING CLERICAL PRODUCTIVITY MACHINES, 
METHODS, PEOPLE: Marr W. Boz, Shell Oil Co., New York; 
Wittiam T. Hamitton, Cleveland Electric Illuminating Co.; ELMer A. 
Rute, Farm Bureau Insurance Companies, Columbus, Ohio; James R. 
Witson, E. 1. du Pont de Nemours & Co., Wilmington, Del. 
12:30 p.m. Get-Together Luncheon. 
2pm. HOW TO CUT OFFICE COSTS: H. M. Kaiser, U.S. Rubber Co., 
New York. 
3pm. REDUCING COSTS THROUGH WORK-SIMPLIFICATION TRAIN. 
ING: Epmunp J. Conway, New Holland Machine Div., Sperry Corp., 
New Holland, Pa. 
4pm. THE SUPERVISOR’S VIEWS ON COSTS: Dr. FLoyp C. Mann, 


University of Michigan, Ann Arbor. 


FRIDAY, OCTOBER 22 


9:30am. WILL ELECTRONICS MAKE PEOPLE OBSOLETE? J. Doueé as 
E.uiorr, Detroit Edison Co. 

10:30am. ADMINISTERING THE OFFICE TO IMPROVE SERVICE TO SALES 
MANAGEMENT: I. J. Berni, Procter & Gamble Co., Cincinnati. 

11:30a.m. BLUEPRINT FOR A NEW OFFICE BUILDING: Matcoim F. Hoop, 
Connecticut General Life Insurance Co., Hartford. 

12:30p.m. HOW TO DEFINE AND DISSEMINATE MANAGEMENT POLICY: 
H. Bruce Parmer, Mutual Benefit Life Insurance Co., Newark, N.J. 

















billing department, Detroit Edison Co., - be Matt W. Boz, assistant manager, 
will report on his company’s experi- methods and statistics department, Shell 
ence with computers and people. Oil Co., New York; William T. Hamil- 

Increasing clerical productivity ton, manager, customers accounting de- 
through people, methods and machines’ partment, Cleveland Electric I[lumi- 
will be the subject of a panel diseus- nating Co.; J. M. Kalbach Jr., group 
sion on Oct. 21. Representatives of supervisor, methods group, management 
four companies will merge their ideas engineering section, Engineering Serv- 
under the chairmanship of K. B. Wil- ice Division of E. I. du Pont de Ne- 
lett, vice president, Hardware Mutuals, mours & Co., Wilmington, Dela.; and 
Stevens Point, Wis. Panel members will (Continued on page 116) 
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‘ falionals save us over 100% a year 
on Our investment.” —sun-ma raisin rowers oF CALIFORNIA, Freinc 


“World's Lor gest, Roisin Packers" 


‘National Accounting Machines enable us to produce our 
Accounts Receivable and Brokerage Payable statements in one 
operation. Similarly, efficiency and savings are realized in our 
Warehouse Inventory and Payroll Accounting. Further savings 
result from elimination of multiple entries (releasing two 
clerks per machine for other duties) and our ability to keep 
records current during peak periods. 

“National solved our complex accounting problems and 
trained our staff in a prompt, efficient manner. 

““We are happy to say that COE manson 
Nationals save us over 100% : President 
yearly on our investment.” Sun-Maid Raisin Growers of California 


THE NATIONAL CASH REGISTER COMPANY, payron 9, on10 
949 OFFICES IN 94 COUNTRIES 
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In all types and sizes of business 
Nationals cut costs .. . soon pay 
for themselves with the money 
they save. Learn how—from your 
National representative. He's listed 
in the yellow pages of your phone 
book. 


yon ~ sep —, 


*THAOT MARK.REG Uw. PAT OFF 





THE WORK SAMPLING METHOD 


MERLE STEWART 
Chief. Management Engineering Div., U. S. Naval Supply Activities, Brooklyn, N. Y. 


F YOU are studying a problem area 

by observation, the work sampling 

method will save you time and 
money, and produce the results you de- 
sire. The simplicity and low cost of 
the work sampling technique has en- 
couraged management to use it far be- 
yond the factory area with amazingly 
good results. 

Work sampling is _ fact-gathering 
based on the theory that random ob- 
servations made systematically will give 
as complete and accurate information 
as will continuous observation. For ex- 
ample, when 30 out of 100 observations 
show a typist proofreading her work, 
you can conclude that she spends 30% 
of her entire time proofreading. You 
will be as accurate in your conclusions 
as you would be if you watched her all 
day. 

Work sampling, besides saving you 
time and energy, has the following ad- 
vantages over continuous observation: 

1. Gets facts at 1/3 to 1/6 the cost 
while providing the accuracy desired. 

2. Does not require observers with 
specialized skill or training. 

3. Makes it practical to collect facts 
you would not otherwise attempt to col 
lect. 

4. Gets better cooperation from em- 
ployees under observation, as it puts 
them under less tension. 

5. Produces less distortion in the em- 
ployee’s normal work routine as it per- 
mits him to work without the restraint 
that continuous observation generally 
causes. 

6. Can be interrupted at any time, or 
for a fairly long interval, without in- 
terfering with the results as long as ob- 
servations obtained are representative 
of the whole process. 

7. Provides an opportunity to observe 
and evaluate the operations of an or- 
ganizational element as a whole. 
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When can work sampling be used? 
If you can obtain necessary facts by 
continuous observation, you can use the 
work sampling method. Here is how 
to conduct a survey by work sampling: 

PLANNING PHASE: 

a. Specify the organizational units 
you will study and the line officials as- 
signed to these units. 

b. Conduct a meeting with the re- 
sponsible line officials to explain work 
sampling to them. You need their un- 
derstanding and cooperation if you ex- 
pect them to accept the results of your 
study. 

c. State your objective. “What are we 
looking for?” “What problems do we 
intend to solve?” “What information 
will help us solve it?” 

d. Make a preliminary survey of the 


PERCENTAGE 5% ELEMENT 10% ELEMENT 
OCCURRENCE TOLERANCE TOLERANCE 


20% ELEMENT 
CE 


1g 158,400 39,600 9,900 


30,400 7,600 1,900 
14,400 
9,067 


6,400 


3,600 900 
2,267 567 
1,600 400 
4,800 1,200 300 
3,680 920 230 
2,971 743 186 
2,400 600 
1,956 489 
1,600 400 
1,309 327 
1,067 267 
862 215 
686 171 
533 133 
FIG. 2. Table of Required Number of Ob- 
servations, developed by using the mathe- 
matical formula presented by C. L. Brisley in 


“Factory Management and Maintenance," 
July, 1952. 


THe Orrice—Octohber, 1954 








eon five inl Sa 


WITH FACIT! 


With Facit—the world-famous fully auto- 
matic calculator, made of the best Swedish 
steel — you can calculate 5 to 10 times 
Caleta iti: sits Reid faster than by ordinary methods. Anyone 
Write with the other can calculate anything, thanks to Facit's 
simplified easy - to- learn 10-key system 
Touch-operate with one hand, and check 
with the other. A Facit very soon pays 
for itself because it's the least expensive 
machine in its class. Save money and 
energy—calculate with a Facit. 


World's most exported calculator 


FACIT CALCULATOR 


FACIT INC. 


500 Fifth Ave., New York 36, N. Y. © 114 Sansome St., San Francisco 4, Calif. 
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problem, job or function. 

e. Compile a list of operations or ele- 
ments to be observed. Only homogene- 
ous processes can be combined. Only 
one type activity can be included in a 
single study. For example, you cannot 
combine the operations of property and 
supply clerks with file clerks. You must 
make accurate classifications of the com- 
ponent items of an operation so that 
observations can be easily recorded and 
will be consistent. 

f. Design an Observation Sheet for 
your study (Fig. 1). One sheet of the 
form will serve to record all of one day’s 
observations, 

g. Decide the numbers of observations 


the number of observations required is 
1,600. 

This table will cover most situations: 
It is based on two standard errors 
which will give you 95% aceuracy most 
of the time. (Your statistician can help 
you with the mathematics.) The ac- 
curacy you want governs the number of 
observations. Ordinary sampling er- 
rors will oceur, because the data col- 
lected is a sample, but will not affect 
the overall accuracy of the study. If 
you want to reduce the percentage of 
errors, make a sufficient number of ob- 
servations. 

h. Determine the general frequency 
of observations. You cannot apply a 


WORK SAMPLING OBSERVATION SHEET 





OPERATION | 
EVPLOYEE 


PICK-UP 


k 
DELIVERY 








LEVY, J. 


FIG. |. ® 


SCOTTY, &. 





(See complete form 


on page 94.) YORSHIS, R. 


ee 


HORE, FR. 





TOTAL DAILY 
OBSERVATIONS 





CUMULATIVE 
OBSERVATICNS 


675 I. 268 | 4a 





PERCENT OF TOTAL | 
CUMULATIVE 
| OBSERVATIONS = |f > 


42.5 


= ee = <a 


18.0 32.4 100% 


— = . a 











vou will require by first estimating the 
percentage occurrence of all elements 
about which vou need accurate informa- 
tion. Here it is difficult to be specific 
hut you can make a “guestimate” based 
on avaliable information. Then decide 
the percentage of element tolerance to be 
allowed. Use the Table of Required 
Numbers of Observations (Fig. 2) to 
determine the number of observations 
you will require. 

For example, if the smallest pereent- 
age occurrence governing the study is 
20%, and the element tolerance is 10%, 
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single standard for determining fre- 
quency as frequency depends upon: 

(1) Length of the study and number 
of observations required. (If your study 
covers 12 days and you need 600 ob- 
servations, you must make 50 a day.) 

(2) Nature of Operation. You may 
use long time intervals if you are study- 
ing a short cycle repetitive operation 
with many elements. Short time inter- 
vals may be used if the elements. oc- 
eur infrequently or if the operation™is 
non-repetitive. 

(3) The number ot 


observers and 
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DAILY PERCENTAGE OCCURRENCE CHART 


ELEMENT: 


SORTING 














EMPLOYEE SUMMARY SHEET 


OPENING 
MAIL 


EMPLOYEE: 
- at, | maples 


| SORTING 


| IDLE TIME 


_SCOTTY, E. Ve 


TOTAL 





—o —— = a 
Pa f PICK-UP 
DATE {_pelivexy | 


3 











TABLE OF WORK DISTRIZUTION PERCENTAGES 





OPERAS | 
Re | 


T 
PICK-UP 
| & 
EMPLOYEE 4 


SORTING OPENING | ILL 


I 
DELIVERY | | L 


TIME 
hee 
SMITH, M. 55.0 


LEVY, J. 27,2 


SCOTTY, E.| 
t 


48,0 


YORSHIS, R.| 


~ + 


37,0 


HO, H. 44.3 


iH 





TOTAL % 211.5 





AVERAGE % 42.3 














CUMULATIVE 
OBSERVATIONS 


OBSERVATION 
CATES 





EFFECTIVE 
and MINIMUM 












with VISIre 


=a i ‘ 

















‘ecord for 
E INVENTORY CONTROL 
f RECORD-KEEPING COSTS 


record you can-= 





Ee Free idle working 
capital tied up in 
your stock bins - 

up to 50% ! 








7 - | « Reduce clerical 
record-keeping costs 
-up to 50%! 





_VWiSIrecord ... 


Fastest Visible Record-Keeping System” 
as accomplished these startling results for some 
of the country’s leading companies . . . 

































































=a. “aA Sh .* 
~ 
4, 
% 
’ 
' 
= wid ell = 
ewer ~ oe + 
i 
_ or SPATE PO | ~l Gin wet 
; 
nes Me ons cred 3 sam 50) se 2, Perr: \ AMAA B 8 CARD BANS NS » SN S > 
O° oP iin yom vhs. t % Jone wee vad (eas bam > D> OOS ~ : SS ~ QOH . 
? ee 
} = i anlentas oo anlaniantonst ; 
| | oes abated obeed fal ful befesed asc ot Sal _— % = 2 : 
| 4 S379 == 68 — —— B- PC BR B= Seco eB =e = 8= 8. Se 3 
| : ts 3 so: i. = $= -R =B- Be : = 
| 49 SSS SES ASS 4S isa mt ay St FS i 
| re ee ba — => 1) 2 =} tad a ir — r 
} | +34 3 so Se] 3 | _ 
5 a=s = Oe 3 | 
F ; } i Fy | | = 7 | 1 
; Ae os BE 
j OP tees | ‘Sana j 
os ae H 
——— i 
=i LIPSE PIONEER 7 = | 
—————— H 
’ ’ i 
' ; 
; ‘ 































































ECLIPSE-PIONEER DIVISION — BENDIX AVIATION CORP. reports: 


“The ViSlrecord system in our Service Sales Department has greatly facilitated 
posting and reference to 40,000 parts record cards. Savings to date indicate that 
entire equipment costs will be amortized in less than six months!” (This system 
involved a $10,000 investment!) 








SOLE SWE, es 
4% AWS ANS \ \N SAK QO “NS 
eS, af Pitir ~ r =} }z See = zr = }=- 




























































































DUREZ PLASTICS & CHEMICALS, INC., reports: 


“The use of ViSIrecord improves the quality of stock control work in addition to 
doubling posting speed. This better control permits lower inventory investment, and 
has reduced “outs” 25%. During the first three years with the V/Slrecord system, 
the number of items stocked increased from 6,400 to 14,000, without any increase 
in inventory investment! Savings in clerical and supervisory time amounted to a 
300% annual return on the VISIrecord investment for the first three years!’ 


More than 50,000 V/SIrecord cards may be made 


accessible to one operator, in a seated position. 


“During the past twelve months, 40 various ViSirecord installations have been made at one 
of the large General Electric plents.” 


“& $2,200 ViSirecord investment has resulted in annual clerical savings of approximately $6,2001” 


Pures hat: sreeee «ane Savtew tom swuber of qperetinns over proviees methods, methods, and 
has improved accuracy and speeded the flow of work in the handling of individual orders!” 
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- YORK CORPORATION eeports: 
“The number of employees in the Stock Control Department was reduced from 46 to 33 
— a saving of 13 clerks! All this in spite of a significant increase in volume of work!” 
The York Purchased Parts Stock Control, illustrated above, is a 4-card ViS/record system: 
A Stock Record Card, an Ordering Card or Traveling Requisition, a Folder Schedule 
Control Sheet, and a “Critical Commodity” pink slip. 
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AAA A__1__N RALPH C. COXHEAD CORPORATION eeports: 


“The compactness of V/Slrecord, the speed and ease of individual card loca- 
tion, have provided an ideal tool for efficiently processing bills of material, 
posting receipts, and disbursements of materials!’ The Ralph C. Coxhead 
Corporation has used ViSire¢ord for over seven years on material control, 
covering Kaw Material, in Process, and Finished Parts inventory. 








A few additional inventory applications on which ViSIrecord has been widely 
used: Branch or Warehouse Centralized Stock Control e Perishable Tool Inven- 
tory Records e Tool Room Loan Control Records « Machine Posted ‘Actual- 
Available Balance” Stock Records e Punched Card ‘Facsimile Posted” Inventory 
Ledgers e Electrical and Automotive Parts Inventory — Wholesale and 
Retail e Material Scheduling Records e¢ Material Expediting Records. 


Inc. Copiague, Long Island, N. Y. 


Offices in Principal Cities the World Over 
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Mapes? 


here’s why yiStrecord producet 


vis! record combines the 





compactness and flexibility of 
a vertical file with the speed 
and ease of operation 


of a visible file! 





FLICK To locate a specific card, the PICK Each card 
operator selects proper index tab, exposed carries key i 
places her finger on related intermedi- * visible margin. Th 
ate tab, and flicks the record into view. ali; selects the speci 
and picks it out of file 


ViShrecord’s 


tems, with forms and procedt 
of “Management-By-Exceptio! 


Tight control on stock le 
ViSirecord — and administrative cos 
“The World's sales Increased profi 


Fastest Visible accurate records » Mor 
Record-Keeping System” 














Ses 
0 


‘ed these impressive savings 





Eye-level desk for hand posting. 


> Sees PASS 


In the typical ViSIrecord installation above, 12,000 
5" x 8” cards are filed at ideal (desk height) working 


level, in a space 54” x 54”, including operator. 


Card compartments are part of an engineered work 
place area. The operator can select any one of 12,000 
cards, at random, in 4-6 seconds, from a seated posi- 


tion with a minimum of motion and effort. 





urd in the row thus POST Card is placed on flat sur- 
ey indexing data on face of posting desk (or inserted in 
. The operator visu- machine)-operator posts quickly, easily 
eciric record wanted and iegibiy. Posiiiig position is nor- 
f file. mal, work place properly organized. 


| 
S simple and efficient inventory record-keeping sys- 


cedures planned in accordance with the basic principles 
ation”, assure— 


‘ levels (capital investment) » Reduced clerical 
costs Better customer service Increased 
‘ofits Improved employee morale More 
lore legible records 
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length of the observation route. Nat- 
urally, if only one observer is available 
for a long route fewer observations can 
be made. 

i. Set up your observation schedule 
and trip route for the observer. The 
number and frequency of observations 
required and the length of the study 
are the principal factors to include in 
your observation schedule. You ean con- 
vert any accepted table of random num- 
bers into clock readings to establish your 
schedule. However, some minor adjust- 
ment may be necessary to prevent 
“bias.” Another method of arriving at 
clock readings would be determining, for 
example, that every 5-minute time period 
of the work day will be equally repre- 
sented in the study if at least one ob- 
servation must be made at least once 
during the study to represent each min- 
ute of a work day. Using a spread 
sheet, you make random posting to the 
sheet until every minute has been post- 
ed. The Observation Trip Schedule (Fig. 
+) was established by converting a 
table of random numbers. 

j. Conduct a meeting with your study 
team. Explain the objective of the 


hth 
Day 


lst 
Day 


end 
Day 


3rd 
Day 


Sth 
Day 


particular study, define and discuss 
every element to be observed and re 
corded, review the precautions to be 
taken during the study, and issue copies 
yt the Observation Trip Schedule and 
the Work Sampling Olzervation Sheets. 
Be sure to invite all employees who 
might substitute for an observer in his 


absence to provide for consistent in- 


terpretations of actions observed. Be- 
fore the study begins, observers should 
make several trial observations to insure 
complete understanding. 

FACT GATHERING PHASE: If 
your planning has been careful, this 
phase will be relatively simple. The ob- 
server will follow the route set up and 
make each observation at the time indi- 
cated on the Observation Trip Sched- 
ule. He will walk to a selected spot, 
observe the operation and record it in 
the proper space on the sheet. If the 
actions of several employees in a group 
are being observed, the observer may 
walk among the employees or glance at 
each from one spot and make a brief, 
concentrated observation of each work- 
er. The observer must not anticipate 
observations or wait to get an observa- 


6th 
Day 


7th 
Day | 


8th 9th 
Day Day 


10th 
Day 





8:12 | 8:h2) 8:47} 8:05} 8:23 


9:32 | 10251 | 9:59 | 10227 


10:19 | 11:48 | 11:09 | 11:25 


11:12 | lshl }12:36 | 1:21 


12:04 | 3314 | 2:26] 2239 


2:19 | 4:16 | 3236 | ks20 

















FIG. 3. 
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9315] 8:38] 8:51} 8:0) } 8:33 


10:56 | 10:11 | 10:36 | 9:26 | 10:20 


12217 | 12:22 | 12sh1 | 11:19 | 11:55 


2:14 | 1:30} 1218112227] 1:12 


3331 | 2shh | 2:52] 222) | 3:18 


4:27 | 4:12} 4:09) 3254 | 328 

















Observation Trip Schedule. 





tion he thinks is desired. When an em- 
ployee is not at his workplace, the ob- 
server must determine the specific 
reason for his absence. He should note 
any unusual conditions on the Obser- 
vation Sheet. If you want to analyze 
the frequency of a given element, the 
observer can record the time of each 
observation of that element. 

For a true study, be sure to request 
the employees to act as though they 
were not being observed. If you are 
making a number of observation trips 
during the day to a certain work area, 
set up a desk where you can eon- 
veniently view the operators. You can 
perform other tasks between observa- 
tions. 

Even better, if a supervisor from the 
group under observation is an associate 
member of the management survey team, 
arrange to have him make the observa- 
tions while carrying out his regular 
duties. 


WORK RECORDS: It is best to sum- 
marize each day’s observations on the 
following work day. Daily Percentage 
Occurrence Charts (Fig. 4) or “rule of 
thumb” charts, should be kept to in- 
dicate when a sufficient number of ob- 
servations have been made, and to re- 
flect the trend of the study by dates. 
Usually when the percentage occurrence 
levels out on the chart, a sufficient num- 
ber of observations have been made. 

One chart must be prepared for each 
operation. The y axis will indicate per- 
centages, and the x axis will indicate 
the daily cumulative number of obser- 
vations (number of trips x number of 
operations). Place the estimated per- 
centage occurrence at the midpoint of 
the y axis and then establish the scale 
above and below that point using grad- 
uations which will show enough varia- 
tions, provide accurate plottings and 
ease of reading. The x axis seale is 
guided by the observation day, reflect- 
ing the cumulative observations up to 
and including that observation day. Ex- 
ample: If 5 observation trips are made 
each day and 10 operations are ob- 
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served, a total of 50 observations are 
made each day. 

In addition to the Daily Percentage 
Occurrence Charts, a Summary Sheet 
(Fig. 5) for each employee should be 
prepared. The entries to the Summary 
Sheet may be summarized at the end 
of each work week to show the pattern 
for each employee. 

Now you are ready to process your 
first completed Work Observation Sheet. 
Here are the steps to follow: 

1. Cheek each horizontal line to see 
if the proper number of observations 
ire recorded. Add the observations ver- 
tically and horizontally to see if the 
total for each addition agrees. 

2. Compute the cumulative observa- 

tions. Each day add the daily ob- 
¢ervations to cumulative totals of the 
previous day. Post those sums to the 
proper row at the bottom of the day’s 
Work Sampling Observation Sheet. 
3. Use a slide rule (or caleulator) 
to compute the percentage of total ob- 
servations by dividing the cumulative 
number of observations per operation by 
the grand total of cumulative obser- 
vations on the C seale over the cumu- 
lative number of observations per op- 
eration on the D scale, and read the 
percentage of total observations on the 
D seale opposite the index of the C 
seale. If you use a caleulator, try our 
calculating short-cut and first deter- 
mine what percentage of 1 is the grand 
total of cumulative observations. The 
answer is found by dividing the grand 
total into 1. That answer is then used 
as the multiplicand and is locked into 
the keyboard. The individual cumula- 
tive observations per operation are then 
used as the multipliers to arrive at the 
desired percentages. 

4. Plot the percentage of total ob- 
servations on the individual Daily Per- 
centage Oceurrence Charts. 

5. Post to each employee’s Summary 
Sheet the number of observations per 
operation. 

6. Perform Steps 1 through 5 on a 


(Continued on page 194) 
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You can obtain business printing on 
Hammermill Bond wherever you see 
the Guild shield on a printer's window. 
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How XERO G RAPHY (ZE-ROG-RA-FEE) 


cuts duplicating costs ‘18,000 a year 


at Bausch & Lomb Optical Co. 
SPEEDS PAPERWORK 


Bausch & Lomb is one of the many hundreds 
in business, industry and government using 
the magic of xerography to speed the flow of 
paperwork and to cut duplicating costs. 

Bausch & Lomb saves $1,000 a month in its 
Stenographic Department. In the Factory 
Engineering Department of the Instrument 
Division, a saving of approximately $500 a 
month is being made. In 1952 Bausch & Lomb 
changed its Production Control System and 
reduced the number of system steps from 15 
to 10 using a XeroX-offset combination. 

Anything written, typed, drawn or printed 
can be reproduced with photographic accura- 
cy in about 3 minutes by xerography onto an 
offset paper master for runoff of multiple 
copies on an offset duplicator. 


Write for proof of performance folders 
showing how Bausch & Lomb and companies Bausch & Lomb Microscopes are 


used by research centers, industries 


of all kinds are cutting duplicating costs and PPS IRE NE IAINY 


speeding paperwork with xerography. 


THE HALOID COMPANY 


54-10X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


mreremacsptcopgetee enema Yh es 
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Fluorescent Stocks Compel 
Attention to Printed Matter 


ELMER J. BRANT 
Radiant Color Co., Oakland, Calif. 


OMPETITION for the attention of 
the human eye is getting as tough 
as that for the consumer’s dollar. 
Getting an important message to stand 
out from the flow of papers across 
the average desk, from the clutter of 
messages on the bulletin board, from the 
signs and displays along the street— 
ealls for stronger, more impelling at- 
tention power. What can a harassed 
office manager do to make the rush 
papers get rushed, the special instruc- 
tions heeded, important announcements 
noted? A growing number are turning 
to a comparatively new attention-getter 
for results. 
Because they have the ability to trans- 


know 


what fo do 
when.. °*" 


UNITED STATES STEEL COMPANY 


This booklet instructing employees on civilian 


defense procedures has its cover printed on 
fiery red fluorescent paper. 
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form light waves into the spectrum of 

a single color, daylight fluorescent colors 

glow with concentrated color power that 

jumps out to catch the eye. Progress 

in developing daylight fluorescent ma- 

terials has beer rapid. They are now 

available in a wide range of paper and 

eard stocks, coated fabries, and in long- 

lasting oil base paints for silk sereen 

printing, brushing and spraying. 
Originally developed for the sign and 

display field, fluorescent paints and 

papers are now used wherever eye- 

catching attention is required. Here’s a 

partial list of current applications: 

Billhead stickers 

Business cards 

Change orders 

Checks 

Credit warnings 

Divider sheets in catalogs 

Employee manuals 

Envelope enclosures 

House organ covers, inserts 

Instruction sheets and labels 

Inquiry follow-up forms 

Labels 

Lettering on doors, windows, trucks 

Letterheads 

Order acknowledgement cards 

Price lists and tays 

Safety bulletins 

Salesmen’s advance and follow-up cards 

Special notices 

Shipping cartons, labels 


Warning labels (Rush, Handle With Care, etc.) 
Velva-Glo fluorescent papers are suit- 
able for all popular printing and litho- 
graphic reproduction processes for 
either line or halftone reproduction. No 
special procedures are required. Water 
soluble gummed and pressure sensitive 
adhesive stocks for labels and _ stickers 
also are available. Paper merchants in 
principal cities carry most weights and 
colors in stock. Many art supply stores 
and sign shops stock Velva-Glo fluores- 
cent boards, papers in rolls and sheets, 
and oil base paints. Materials are avail- 
able in eight glowing colors: blue, cerise, 
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chartreuse, red, orange, 
orange-yellow and green. 

Straub Mfg. Co., Oakland, Calif., 
maker of big crushers, when delivering 
new machines had difficulty getting 
operators to run them at reduced speed 
for the first eight hours. Spoken warn- 
ings to purchasers were ignored, letters 
of instruction weren’t read and nobody 
ever saw the operating manual, it 
seemed. The manager told his printer, 
“TI want a sign you can see a_ block 
away.” An instruction notice printed on 
fluorescent paper and pasted on each 
new machine was the answer. The manu- 
facturer reports his erushers now get 
the eight-hour break-in period. 

R. Ewing Co., Pasadena, Calif., re- 
porting on its use of invoice and state- 
ment stickers printed on _ fluorescent 
paper, said, “Reaction has been one of 
increased interest, comment and favor- 
able attitude on part of sales force and 
customers.” 

Fluorescence puts the finger on slow 
payers in Mahaska County, lowa. The 
Credit Bureau there Credit 


orange-red, 


devised a 


Protector system which consists of an 
explanatory leaflet printed on a light 


bond paper, with two follow-up Credit 
Protector notices. The first of these 
notices, headed “Caution,” is printed on 
bright orange fluorescent paper; the 
second, headed “Stop” is on flaming 
red fluorescent stock. The reaction by 
the members of the Credit Bureau has 
been very gratifying in cities of 15,000 
and under. 

Eli Lilly Co., Indiana pharmaceutical 
house, found price lists printed on 
Velva-Glo fluorescent orange, green and 
chartreuse increased sales and dealer in- 
terest, Pacific Printer, publishers and 
lithographers, adopted the idea by print- 
ing its rate card on fluorescent orange 
stock. 

Fluorescence is in demand for direct 
mail, literature, reminder cards and the 
like, both for mailings, and hand-outs. 
Publishers especially have found fluores- 
cent color effective. 

Santa Fe used a bright orange Velva- 
Glo stock to announce a new chair ear 
reservation policy a year ago. Here’s 
what A. A. Daily, general advertising 
manager wrote: “We have used fluores- 
cent paper to good advantage in our 
traffic promotion and also in safety pro- 


The offset process is 
ideal for printing 
fluorescent stocks 
which makes them 
available to offices 
having offset dupli- 
cators. Other pro- 
cesses, however, work 
equally well. The 
cover of this issue 
was printed by 
letterpress. 
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INSERTING 
& MAILING 
MACHINE . 


Fashionwise, bustles are dead as the dodo. 
And needless bustle in the mail room is 
just as out of date. There’s no longer need 
for extra clerks, skipped enclosures, torn 
envelopes or wasted postage... thanks to 
Inserting & Mailing Machine. 


The I & M Machine cuts mailing costs 
4/Sths, saves time, space, spoilage and 
waste ... enables you to use enclosures 
more frequently and effectively. Let us 
make a test run of one of your mailings. Just 
drop us a line 


United Business Service, Boston, 
says: “Your I & M Machine...a 
great money and time saver. In 31 
years ... mailed over 12 million 
pieces .. . eliminates acute person- 
nel problem in mailing dept.” 


INSERTING AND MAILING MACHINE COMPANY, priiiirssurc, new sensey 


SCOSSSSSSSESOOSSSOSSSSSSSSSSSSSSSHHSHSSSSSSSSSSSSSSSSSSSSSSSSSSHSOSHHHOSHSOSOSOOOSSSEOSE 


°COUPON® 
INSERTING AND MAILING MACHINE CO., Dept. OF. 


PHILLIPSBURG, NEW JERSEY 


() We would iike an Analysis & Proposal [) Send more information about /nserting 
relating to our mass mailing. & Mailing Machine 


Individual 


Zz 








GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE 














PRINTS POSTAGE INDICIA COUNTS & STACKS 
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Saving These Records Saved Our Business ! 





Yes, the building was burned out yesterday but 
they're ready to carry on. This firm’s very exis- 
tance depended on records and their immediate 
availability. Accounts receivable, ipventories, cost 
records and all vital data lived through this blaze 
and the business went on. 

Shaw-Walker “time-engineered” Fire-File Desks 
can prevent business disaster for you too. They 
can provide positive 24-hour point-of-use fire pro- 
tection and organize every detail so as to ensure 
top speed production of all accounting work. 

Since 1899 Shaw-Walker research has de- The Shaw-Walker accounting machine 
veloped close to 4000 time-savers to help make desk is fire-insulated on all six sides 
the most of every working minute—desks, Fire- Holds removable trays for accounting 
Files, filing cabinets, loose-leaf and payroll sys- recerds of every size. Point-of-use 
tems—everything for the office except machines. fire protection for accounts saves 
steps—-speeds production. Convenient, 
“Bele theo uncluttered working top for maxi 

GHAW-WALKER mum efficiency. Patented trays aute 

WJ . matically produce wide V-opening 

Largest Exclusive Makers of Office Furniture wherever fingers touch forms. Eas\ 
and Filing Equipment in the World 

Executive Offices at Muskegon, Michigan 

Branches, Dealers in All Principal Cities 





opening draws reduce fatigues 











Ww it ¢ The booklet, “Time and Office Work,’ is packed with ideas for stretching office 
rite tor time. A wealth of information on “‘time-engineered” office systems and 


FREE BOOKLET equipment. 36 pages! Many color illustrations! Write today, on business 
letterhead to: Shaw-Walker, Muskegon 48, Michigan 
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motion work. Material that we produce 
is distributed country wide for traffic 
promotion and safety promotion 
throughout the entire Santa Fe system. 
Reaction to this type of printing has 
been very good and we plan to make 
use of it in the future.” 

Several firms have used fluorescent 
stock as divider pages in eatalogs and 
for price sheets to inelude in eatalogs. 
For those who may doubt the effeetive- 
ness of fluorescent color in direct mail, 
we recommend a_ split-run test, using 
fluorescent stock or reply cards for half 
the test and regular stock for the other 
half. 

Fluorescent stock adds glow to sales- 
man’s rounds. George H. Waterman, 
salesman with H. E. Linney Ce., Oak- 
land, Calif., wanted his business and 
follow-up cards to attract a lot of notice, 
so he bad them printed on fluorescent 
paper. His business ecard, the fold-over 
kind, is done in orange, with product 





Sarety Seavice 


DON'T LET AN 
ACCIDENT 
SPOIL YOUR 
VACATION PLANS 


WORK AND DRIVE 
CAREFULLY. 


STATE COMPENSATION INSURANCE FUND 
450 MCALLISTER STREET, SAM FRANCISCO 1, CALIFORNIA 


OnssT wo OF 











Safety posters printed in blue on yellow fluores- 

cent stock have been “best yet for attracting 

attention,” says California's Compensation 
Insurance Fund. 
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ERASERSTIK 


ERASERSTIK is a 
sweetheart .. . 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERASERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK, 


FABER: 


PENCIL COMPA 





NY I 





NC. NEWARK 





“CASTELL 
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Your Machines 
RUN UNATTENDED 


when you use 
American Lithofold 


AUTOMATIC 
BUSINESS FORMS 


PRE-TESTED AT 50 TIMES 
NORMAL SPEED! 


Individualized business forms designed by 
American Lithofold are test-operated before 
they are delivered to you. . to insure free- 
flowing, perfect operation on teletypewrit- 
ers, tabulators and automatic typewriters — 
without constant attendance by operator. 


AMERICAN LITHOFOLD is the maker of: 


@LitHostrip 
o- the most efficient contin- 


vous form ever devised 
4 @LITHOFOLD 
for fanfold machines 


@LiTHOSET 
carbon-interleaved 
single sets 


Test on your own machines! 
Write today for free samples! 


American 


(aT 


500 BITTNER ST. ST. LOUIS 15, MO. 





information printed on the inside. His 
glowing red follow-up card can _ be 
mailed as a post card or left with a 
handwritten message when the prospect 
is in conference. Mr. Waterman says 
they’ve aroused a lot of interest among 
the production engineers and purchas- 
ing agents he calls on. 

In 1949, the State Compensation In- 
surance Fund of California started 
printing their safety posters on Velva- 
Glo fluorescent paper stock. L. T. Haw- 
ley of the Fund’s Engineering Depart- 
ment reported: “Safety posters are pri- 
marily edueational. The more people 
who see and read them, the more effee- 
tive the results. We have found that 
fluorescent safety posters can be seen 
and read from greater distances ... 
they are the best yet for attracting 
attention to the safety message.” 

The attention-power of fluorescent 
color assures high readership when used 
for covers or pages of employee manu- 
als, house organs, standard practice 
booklets and similar employee communi- 
eations. United States Steel Co. used a 
fiery fluorescent cover for its booklet, 
Know What To Do When—,” a compre- 
hensive instruction booklet advising em- 
ployees what to do in case of a bomb- 
ing attack. 

Business checks printed on fluorescent 
paper have two important advantages. 
They’re so bright the recipient can’t 
miss them in the mail and they cannot 
be successfully altered. They’re espe- 
cially good for special occasions: Christ- 
mas checks, bonuses, awards, prizes, 
extra dividends, ete. If you want your 
community to know what your payroll 
contributes to its livelihood, print your 
next payroll checks on fluorescent paper. 
As the checks pass from hand to hand, 
they’re extra bright reminders of your 
firms importance to the community. 

In firms where the office manager 
doubles as purchasing agent and ad- 
vertising manager, he can earn at least 
laurels by remembering to specify fluor- 


| escent color for labels, package wraps, 
| store banners, displays, signs, ete. The 
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tase "De major improvement 
in liquid duplicators .... 


Now for the first time with Margi-Set, you have a liquid 

duplicator with a position control that raises or lowers the 

copy from a small fraction of a line to a full seven lines— 

“LIFT-OUT" Rollers... onother Copy-rite makes even hair-line registration easy —incorporates a visible 
development! Just turn the pressure release indicator which shows the “‘setting’’ at all times—shows how 


to the “off’’ position and “lift” out one or 


oll rollers, with your fingers! No tools or much the copy may be raised or lowered from its present 
gadgets of any kind required! position—can be changed even while the machine is operating- 
operates at the touch of a finger but which “locks” in place 


automatically. 


.and don’t forget, ALL former Copy-rite advantages are still 
retained in these new models in addition to the 1955 improve- 
ments listed herein . . . and there’s no increase in prices! Now, 
more than ever, Copy-rite is your best bet—in design, in construc- 
tion, in value! 


Write for the full story of “Copy-rite for '55”! 


WOLBER DUPLICATOR & SUPPLY CO. 


1217 CORTLAND STREET . CHICAGO 14, ILLINOIS 
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Models shown are priced from $188.50 
to $349.50. Other models as low as 
$157.50. All prices plus tox F.0.8 
Factory. 
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‘For OFFICE, SCHOOL, FACTORY, 
STORE, Etc. 


New combination . 
STAMP PAD and 
PEN SET ., |M, 





Approved by Bankers 


Executive Model 
Paper Mate Pen 


@ Modern Design 
¢ Simplifies Housekeeping 
© Saves Time 


Time studies taken by a leading California 
bank chain prove that the new MP Stamp Pad 
and Pen Set greatly increases efficiency of per- 
sonnel working with rubber stamps by com- 
bining stamp, pad and pen in one place. 


Features include: Locked-in stamp 
pad. Sturdy aluminum, gray hammer- 
tone finish. Compact size (8 ';x313x 
1%). Completely reversible for 

left- or right-hand use. 


Complete Set, including 
#1 uninked stamp pad and 
Paper Mate Desk Pen 





DEALER INQUIRIES INVITED. 
Investigate the complete 
MP line of bank and office 
appliances. 


METAL PRODUCTS ENGINEERING, IN 


4000 Long Beach Ave., Los Angeles 58, Calif. 





Please send complete details on the new Stamp Pad [| 
and Pen Set. 


Name_ 
Address 
i 


_ Zone___ State 


aiesid tiiiahienienmaineempaiadensammnnisieiall 


eye-appeal of fluorescent color produces 
results that will make him look like a 
| mere ‘thandising expert. 
| A new Velva-Glo oil base paint, 
which holds its brillance for six months 
}even in bright summer sun, now makes 
fluorescent color practical for such out- 
door uses as truck lettering, billboards, 
movable letter signs, long-time displays 
and signs, store signs on windows and 
|outdoor walls. By renewing the color 
every six months, you have an always 
|extra-bright attention-getter and you 
ean change the colors when you order 
‘the renewal. 

You can wake up jaded eyes in your 
| office, snap iaauiiceess, prospects, custo- 
|mers and suppliers to attention with 
fluorescent color. Your paper supplier, 
printer or sign shop can get you infor- 
mation and samples. The next time 
you want to get attention, use Velva- 
|Glo fluorescent color. 


Machine Feeding 


(Continued from page 10) 


usually are 
| paper. 


While 


wrapped in the sandwich 


| the foregoing aspects of auto- 
|}matic food vending machine operations 
in offices touches upon the highlights, 
i there many other pertinent mat- 
| ters be considered. Financial ar- 
rangements are important once office 
|management has been assured of the 
|merits of a food vending machine op- 
erator. Wages must be decided upon 
for a cafeteria matron. There must be 
agreement on commissions, or the ab- 
sence of commissions. 

Certain office managements provide 
either a matron or rent-free space for 
vending machines in the company cafe- 
teria or lunchroom. As his part of 
the contract a vending machine opera- 
|tor is obliged to provide prompt, ade- 
quate and sanitary service. When office 
manage ment may have found a subsi- 
\dized cafeteria to be too expensive, it 
}ean find that a dependable vending ma- 
chine operator offers economical food 


are 
to 








New, unique! A standard 
full-keyboard adding-calculator 
that becomes two machines 

with the flick of a finger— 
calculates on one side, accumulates 


on the other. Speeds payrolls, 


payables, sales and cost analyses, 
and many other applications. 

All this—plus 3-way Error 
Control, Direct Action and 
Floating Touch. Call the’ 
Comptometer representative. 


Electric and non-electric models 


CompTroMETER ADDING- 
CALCULATING MACHINES 
are made only by Felt 
& Tarrant Manufactur 
ing Co., and are sold 
exclusively by its 
Comptometer Division, 
1715 North Paulina St.. 
Chicago 22, Il. Offices 
in principal U.S. cities 
and throughout the 
world. 
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“Offsetting” (ink from a freshly 
printed sheet smearing onto the 
back of the next sheet) is generally 
caused by two things 
1. Improper inking conditions 
2. Improperly sized paper 
Both can be corrected. And all you 
have to do to prove that properly 
sized paper can make a whale of a 
difference is to try Eastern. 
Eastern Papers are made by a 
modern method of continuous sizing. 
This means every sheet has just the 
right amount of sizing to “‘drink in”’ 
just the right amount of ink. 


BL 


“ YR) 2 
— > Lege QS eee 


With the right ink and an Eastern 
Paper, engineered for your machine, 
every copy of every run will be clear, 
clean . . . and a showpiece of office 
duplication. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond and 
Atlantic Duplicator — all with a 
wide variety of attention compel- 
ling colors — and Atlantic Opaque 
in brilliant white. 

Write or phone for sample pack- 
ets or sheets for your mimeograph 
and other office duplicating equip- 
ment. 


BASTERN 


ATLANTIC BOND Ppuinass PAPER ) 


MADE BY EASTERN CORPORATION « BANGOR, MAINE 
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facilities for its employees. 

If commissions are paid, these have 
to be arranged. In some instances a 
flat commission on all gross sales is paid 
by the vending machine operator to man- 
agement. In other cases, where a drink 
may retail for seven or eight cents but 
the machine is equipped to take a dime, 
the vending machine operator publicizes 
this fact and refunds the difference to 
the company’s employee fund or a char- 
itable institution. 

At Lumbermens Mutual, a two-cent 
return on soft drinks ultimately goes 
to the Kemper’s Women’s Club. In the 
case of M. Lowenstein & Sons, prices 
are reduced accordingly for sandwiches 
and coffee. Some companies receive a 
flat 10% of the operator’s returns for 
their employees’ welfare fund. In the 
midst of this variety of financial ar- 
rangements, there is a trend toward 
having the operator extend no commis- 
sion to office management. 


Companies have to assign an executive 
to deal with the vending machine opera- 
tor. At Lowenstein’s details are ar- 
ranged by the personnel director, Ken- 
neth E. Van Sise, whereas at American 
Lumbermens Mutual these duties simi- 
larly are performed by Guy Lee, as- 
sistant to the operations manager. 

These chosen representatives are 
charged with assuring the proper op- 
eration and maintenance of vending ma- 
chines and the observance of sanitary 
precautions. At American Lumbermens 
the former milk machine operator (one 
of five individual suppliers serving the 
insurance company, as noted earlier) 
did not remove old milk and clean the 
machine, but merely added new milk. 
Frequent complaints were made against 
sour milk. At present the milk ma- 
chine is checked daily and overhauled 
weekly by the new operator. 

In the beginning it is advisable for 
management's representative to work 





WORDEN desks for 
all purposes. Sizes 
and finishes to match 
the fine quality of 
modern offices. Deal- 
ers can point to the 
WORDEN LINE as 
worthy of their rep- 


resentation. 





he Line with "Selt-ability” by 
* WORDEN of HOLLAND * 


242 ST—42'' x 32" 





Yh WORDEN Com flany 


of, HOLLAND,MICHIGAN 
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Why put up with letters 








Don’t fail to visit Royal’s 
at the National Business 
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that don’t look neat? 


For only about a penny a day you can be proud to 
sign clean-cut, tidy letters. What’s the answer? Just by 
trading in your old typewriters at 5 years instead of 
10 for new Royal Standards. 


HESE marvelous typewriters 
deliver increased typing pro- 

duction, cleaner looking, better- 
groomed letters, memos and re- 
ports. 

This often means higher office 
morale and better em- 
ployee relations—intan- 
gibles that are hard to 
define but mighty appar- 
ent when missing. 

With Royals you also 
get the finest, most 
rugged precision writ- 
ing machines built. They 
take less time out for 
repairs, too. 

Another important 
point — Royal is the 
typewriter preferred in 
business 2% to 1 by 
those who type. 


We'd like to explain in detail the 
penny-a-day story and show you 
in your own office what a wonder- 
ful typewriter the new Royal 
Standard is. Why not give the Royal 
Representative a call today? 





50th anniversary pageant in booth D 
Show Sept. 27 to Oct. 1, New York City. 
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costs 


2. increases 


“e TT INK PENCIL 


efficiency 


a does all 


employee 
and 
management 


alike The L20-R2/ZE_ \nk Pencil is 6% inches long. It has a 


king-size ink supply that outlasts 10 lead pencils. 


HERE’S A FACT: Tests have proven that it costs $1.46 
in office time to sharpen 1 five-cent 
illus. lead pencil. 


actual ‘ This Z42-RiZE. |nk Pencil never needs sharpening. 
— Thus, one —Z42-Ri7E. Ink Pencil can save $14.60 in 
sharpening time alone. 
WHAT A CUT IN OFFICE COSTS! 


Office supplies buyers for large corporations order 
All-Rite Ink Pencils by the gross. Smaller offices order by 
the dozen. 

All-Rite Ink Pencils never fail to start instantly — write with 
clean, sharp lines — make fine carbons, without blurs. 
Employees like them because they write so easily. Bosses 
like them because they save employee-time. 


Save time — save money — save tempers. $ 00 
ORDER TopAy *3" 


from your supplier per single dozen 


R 
: 


We'll send you a free Ink Pencil if you 
send us the name of your stationer. 


CL/4 ey Yh fm Pen, Inc. *© 241 Hudson Street ¢ Hackensack, N. J. 
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closely with the supplier until opera- 
tions have been smoothed into routine. 
Management must be assured of periodic 
sanitation check-ups. Building main- 
tenance officials have to be consulted 
about the placement of machines and 
sources of electric current. At Amer- 
ican Lumbermens only direct current 
was available, thus requiring installa- 
tion of a special AC line. Other re- 
lated problems crop up and have to be 
solved to mutual advantage. 

An automatic cafeteria serves employ- 
ees who bring no lunch as well as those 
who bring complete lunches or part of 
their lunch, to be supplemented with 
drinks and desserts from dispensers. At 
Lumbermens the lunchroom, measuring 
30 by 44 ft., seats about 100 employ- 
ees at 15 regular-size tables plus an 
added long table. Business continues 
after-hours, as well as during lunch- 
time, because the men’s and women’s 
clubs use the room for social events 
and certain company sports teams re- 
fresh here before going off to play. At 
times, company staff meetings are held 
in the lunchroom during mornings, with 
personnel free to use the machines. 

Among the minor problems concern- 


One of the 600 automatic food vending 
machines used by employees of Radio Corp. 
of America at Camden, N. J. 
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Meet ALL requirements 
of ALL typewriters 


WHY Stock 34* Carbon Paper Items? 
WHEN NEV-R-KURL UNIVERSAL 


. Can Be Used on Standard, Noiseless and Elec- 
tric Typewriters 


. Cuts Dealer Carbon Paper Inventory 

. Slashes Investment in Stock 

. Simplifies Purchase for Dealer and Customer 
. Saves Customer Office Supply Space 


New inking makes NEV-R-KURL UNIVERSAL wear 
TWICE as long. This all new smudge-proof carbon 
paper will continue to give clear, legible carbons 
long after the ordinary paper would have been con- 
signed to the waste basket. 


NEV-R-KURL UNIVERSAL will not curl or wrinkle 
under any conditions—it's plastic backed. 


Dealers can increase carbon paper profits, cut their 
costs and the costs of their customers to make more 
sales. Let us tell you the rest of the story. Write to: 


SC hm 


1. A. PHILLIPS, President 
vrorves CLeAR rainy 
TYPEWRITER «= WOOD STAMP 
vans 


lips & = 


PROCESS co. 192 MILL ST., ROC 
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DOUBLE 
FILING 
CAPACITY 
with 
NEW ATLAS HANGERS 


New Plate Hangers 


New SH Series lug type hangers for serrated edge offset 
plates. DSHA (1i'2" wide) Hanger files two i102” 
plates and DSHB (14” wide) file two I1'/2” plates. The 
22” wide DSHC (illustrated) files two 20'/2” plates or 
four 102" plates. 


New Stencil Hangers 


The tug type stencil hanger now in 22” width. New 
DSC Hanger files four stencils on each hanger and may 
be used in C DeLuxe and C Jumbo Models. 


C Jumbo Model 


Files 20',,'' wide 
and/or 10'/,'' wide 
plates, negatives, sten- 
cils, etc. All steei con- 
struction. Finest cradle 
suspensions. Dimen- 
sions: 52°" high, 26!/2"' 
wide, 28'' deep. Your 
choice of five different 
Atlas patented hangers. 


Jumbo Model also avail- 
able in 16” width for 
1t¥2" hangers (A Jumbo) 
and 18/2” width for 14” 
hangers (B Jumbo) 


Write for complete details 


See Atlas Hangers and Cabinets at 
NIGP Convention, New York City 


ATLAS STENCIL FILES CORP. 
16716 WESTFIELD AVENUE 
CLEVELAND 10, OHIO 


n 
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ing management is the question of dis- 
honest patrons. VenDime reports no 
slugs used in their machines, although 
people have used Canadian coins or a 
New York City transit token which has 
proven to be good for ice cream as 
well as a subway ride. Sometimes ma- 
chines are jammed by coins that are 
bent or covered with adhesive trans- 
parent tape, or any sticky substance, 
though none of these cases is to be con- 
strued as acts of dishonesty. 
Automatie vending machine patrons 
often prove to be extremely honest. 
3efore the milk machine could be de- 
livered to Lumbermens, VenDime_ in- 
troduced a refrigerator stocked with 
milk and topped with an empty milk 
bottle for coins to be deposited on the 
honor system. The arrangement was 
to be used until a machine could be 
installed, but has worked so 
fully it is being continued. 
Automatic vending machine operation 
is far from new. Horn & Hardart Au- 
tomats have been a thriving enterprise 
in New York and Philadelphia for many 
years. The Europeans, particularly the 
Dutch, Danes, and Swedes, have auto- 
matic vending machines selling hot and 
cold foods from raw fruit to candy 
in stores, shops, cafeterias, streets and 
outdoor resorts, beaches and parks. 


success- 


In addition to the pioneering efforts 
in New York office buildings there are 
automatic food vending machines in- 
stalled in other companies. At Radio 
Corp. of America in Camden, N. J., 
there are more than 600 machines which 
provide a variety of hot and cold foods. 
These dispensers offer a service which 
materially helps cut workers’ loss in pro- 
duction time. In part that results from 
bringing food to the workers rather 
than having them go to the food. Au- 
tomatic food vending machines, installed 
in various parts of the plant, are worth- 
while additions to the company’s regular 
food service installations. 

An indication of the long-term suc- 
cess of in-office feeding by automatic 
vending machines ean be found in plans 
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MANY PHONES HANDLED BY ONE GIRL 


3 to 1 favorite across the nation is that (new) fashioned 


phone dictation 7 D ; 8 o at TE LEVO [ C E 


Thomas A. Edison, Incorporated SEND COUPON FOR 
49 Lakeside Avenue, West Orange, N. J. FREE BOOK or phone 
© EDISON representative listed 


Please send me “5 BIG BENEFITS” Book. under Eptson Voice wriTeR 


| : Pe 


COMPANY 
INCORPORATED 








ADDRESS __ ALSO MAKERS OF THE FAMOUS EDISON 
NICKEL-IRON-ALKALINE STORAGE BATTERY 


9 ‘ wee STATE 
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» get that job done! 


manpower, inc. 
for temporary help 


V STENOGRAPHERS 


v TYPISTS 


Y OFFICE HELP 


¥ CALCULATING WORK 
/ TELEPHONE ANSWERING SERVICE 
Y DIRECT MAIL SERVICES 
¥ CONSUMER and MARKET SURVEYS 


manpower, inc.,® and its 
affiliates operate in: 
Akron ®@ Allentown ®@ Atlanta 
© Baltimore ®@ Boston @ Buffalo 
@ Chicago @ Cincinnati © 
Cleveland © Columbus @ 
Denver @ Detroit @ Des 
Moines @ indianapolis @ 
Kansas City © Miami @ Mil- 
wovkee @ Minneapolis @ 
Newark @© New Haven @ 
New York © WNiagora Falls 
® Omaho ®@ Philadelphia @ 
Pittsburgh @ Portiond (Ore.) 
@ Providence © Rocheste: 
(NY) @ St. Lovis @ San 
Francisco @ Seattle © Syra- 
cuse © Tocoma ® Tompo 
@ Toledo 


franchises available 
write: Mr. J. H. FRANK, 
330 W. Kilbourn Ave., 
Milwaukee 3, Wisconsin. 


See us at the National 
Business Show in New 
York, September 27 to 
October 1, 1954. 


USE OUR EMPLOYEES IN 
YOUR OFFICE OR OURS 
... FOR 4 HOURS... 
A DAY...A WEEK...OR 
LONGER. OUR EMPLOY- 
EES ARE TESTED, BOND- 
ED AND FULLY INSURED. 


ce 
manpower, Inc. 


Nadion’s 
Compl 
Business Service 


| port 


Danish-made vending ma- 
chines to be installed in Lowenstein’s 
new headquarters building at 1430 
Broadway which is scheduled to be 
completed this winter. 

Looking further ahead to office build- 
ings in the minds of architects or on 
their drafting boards, automatic cafe- 
teria facilities may be built into each 
new office building along with air con- 
ditioning equipment. This may be more 
the case in single tenancy structures, 
unless a restaurant or complete cafe- 
teria is constructed. In office structures 
with multiple occupancy there is a bet- 
ter possibility of building management 
operating one automatic cafeteria for 
every five or six stories. Accordingly, 
there would be at least five automatic 
cafeterias in a 30-story office building. 
Unless building management wants to 
devote space to operating such auto- 
matic cafeterias, individual office man- 
agements may buy vending machines 
outright or on the installment plan, and 
have them serviced by an outside food 
supplier. Where speed is desirable to 
economically feed employees, automatic 
food vending machines may become as 
necessary as typewriters or file cabinets. 


for several 


AMA Conference 


(Continued from page 88) 


Elmer A. Rule, vice president-secretary, 
Farm Bureau Insurance Companies, 
Columbus, Ohio. 

Three speakers will take up specific 
problems in clerical cost reduction. H. 
M. Kaiser, office manager, Tire Divi- 
sion, U.S. Rubber Co., New York, will 
suggest how to organize and manage a 
cost reduction program; E. J. Conway, 
management services director, New Hol- 
land Machine Company Division of 
Sperry Corp., New Holland, Pa., will 
describe cost reduction through work 
simplification training; and Dr. Floyd 
Mann, Survey Research Center, Univer- 
sity of Michigan, Ann Arbor, will. re- 
the results of research on super- 
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| Copeases 


w 


PHOTOCOPIER 


more versatile 
and efficient 
than ever! 


*Trademark 





ONE MACHINE DOES THE COMPLETE JOB! 


COPEASE DUPLEX PHOTOCOPIER (known abroad as Develop Combi) 
has inaugurated a new era in office copying in 60 foreign countries 
as well as the U.S.A. And now this revolutionary copying machine 
is more versatile, more adaptable, a better value than ever. COPEASE 
can now be used even with fluorescent light adjacent, or in subdued 
daylight. No darkroom’s needed. Remember—copeEasE makes sharp, 
dry, photocopies in seconds on all types of stock up to 14” wide. 
Exposes, develops, prints in jet black on permanent snow white from 
any type of copy, colored or black and white. Office efficiency goes 
UP as COsts gO DOWN when you use COPEASE! 


COPEASE CORPORATION, Sole Distributor U.S.A., 270 Park Ave., New York 17 © PLaza 3-6692 





Manufactured under U. S. Patent No. 2,657,618 


HE office pet—the new 
Morris SAFE-T-SET with 


our exclusive safety feature, is 


“house-broken!” ‘Tip it... tilt 
it... turn it upside down. It 
won't spill. It. won’t leak. Jt’s 
Puddle-Proof!—can’t soil cloth- 
ing. The SAFE-T-SET well is 
easy to fill—holds many months 
supply of ink. Choose the color 
and Morris hard-tip pen point 
you like most. The new puddle- 
proof SAFE-T-SET is manufac- 
tured by the foremost name in 
the field of matched desk-top 
equipment — Morris. See your 
stationer or office supplier today. 


The leading makers of desk top equipment. 
BERT M. ORRIS CO. 


8651 W. THIRD ST., LOS ANGELES 48, CALIF. 
In New York: 381 Fourth Avenue 
In Caneda: McFarlane Son & Hodgson, Lid. 
Montreal, Quebec 


tt 


visors’ attitudes toward costs. 


Other speakers will discuss organiza- 
tion and space planning. Robert Shull, 
administrative manager, Fine Chemicals 
Division of American Cyanamid Co., 
New York, will deseribe a new pattern 
in organizing the administrative func- 
tion. Maleolm F. Hood, assistant secre- 
tary, Connecticut General Life Insur- 
ance Co., Hartford, will relate how his 
company did the programming for a 
new office building. H. Bruce Palmer, 
president, Mutual Benefit Life Insur- 
ance Co., Newark, N.J., will be the 
speaker at the concluding luncheon 
Oct. 22. His subject will be people 
and policy—a challenge to management. 

On display throughout the meeting 
will be the AMA Office Management 
Workshop Exhibit of pertinent visual 
materials borrowed from member com- 
panies throughout the country. Special 
exhibits will be prepared by Wayne 
University on computers; Tennessee 
Gas Transmission Co., Houston, on 
handling of office records; and Abbott 
Laboratories, Chicago, on solving the 
shortage of office job applicants. Other 
exhibit topics will include training, or- 
ganization, controls, forms and records. 


The conference program was planned 
by AMA’s Office Management Pianning 
Couneil, a voluntary group of 18 ex- 
ecutives of member companies headed 
by Herman Knauss, planning director, 
Mutual Life Insurance Co. of New 
York, who is the association’s vice presi- 
dent in charge of the Office Manage- 
ment Division. Mr. Knauss will act as 
chairman of the opening session. Others 
who will serve as chairmen or assistant 
chairmen during the conference include 
John H. Beatty, assistant vice presi- 
dent, Metropolitan Life Insurance Co., 
New York; Walter Emmerling, office 
manager, general offices, Procter & 
Gamble Co., Cincinnati; Walter Hoff- 
man, work simplification administrator, 
Radio Corp. of America, Harrison, 
N.J.; and Harold H. Cauvet, director 
of electronic applications, General 


Foods Corp., White Plains, N. Y. 
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...now you can RENT 
the world’s foremost duplicating system 
for as low as 7.O a month 


. rent one, a dozen or more OLD TOWN Inkless Duplicators — install a 
complete modern duplicating system — with no capital investment. 


¢ 30-DAY FREE TRIAL ... in your own office, prove for yourself how get the details 
OLD TOWN’S modern duplicator cuts paper work. You'll discover dozens of r, 
time-saving, money-saving uses. on this deal— 


© TRADE IN YOUR OLD MACHINE ... that old-fashioned “smudge pot” mail the coupon now! 
is worth money when you trade it in on the new Old Town Inkless Duplicator. 


. Old Town Corporation, Dept. 0-10 
And this is Old Town's modern masterpiece of precision engineering . . . the 345 SMadieon emt hem York 17,N.Y. 


most advanced, versatile and accurate Duplicating Machine ever made Please send me complete information on the OLD TOWN 
Makes all the copies you need of everything you can type, write, or draw inkiess Duplicator, including 30-day free trial, rental and 
in one to six colors. Hundreds of uapicsameitecenh pacsneale 


Uses .. . Sales Letters + Bulletins - [) You may arrange a FREE Trial 
Estimates * Stock Lists + Specifications 

* Quotations + Order-billing + Purchase Company Rome 

Orders + Payroll Systems * Graphs and Attention 


cosveeniies Drawings + Inventory Reports + News 
Releases + Statements + Reports Address 


WORLD'S FOREMOST MAKER OF CARBONS, RIBBONS, DUPLICATORS AND SUPPLIES v0 ZONE... State 


See us at the NATIONAL BUSINESS SHOW, Sect. C 71st Armory, Park Ave. & 34th St., N. Y. C. 





MOORE ANNOUNCES... 


G, 


The multiple-part 
continuous form for high-speed 
tabulating equipment 


SPEEDIFLO is the new continuous form that 
gives you trouble-free, faster tab runs! A 
narrow-carbon multiple-part form that pro- 
vides faster loading, faster feeding, faster 
decollating. It “stays put” on the pin feeding 
devices of equipment because its narrow 
carbon results in less bulk. Losses from 
tears and burrs are eliminated. You get 
longer, faster tab runs with SpEEDIFLO! 
Its flexible construction is engineered for 
correct system design to give you the utmost 
in efficiency from your tabulating operations. 


SINCE 1882—THE WORLD'S LARGEST MANUFACTURER 
OF BUSINESS FORMS AND SYSTEMS 





Because of the narrow carbon, 
there’s less bulk over the pins. No 
carbon to interfere with fast feeding! 
SpreepiFLo loads faster—feeds better— 
and refolds into neat, square packs. 
Separates without pulling or tearing 
even at high speeds. No carbon smudg- 
ing—no need to reduce speeds. 


MOORE 


BUSINESS FORMS, INC. 
Niagara Falls, N.Y., Denton, Tex., Emeryville, Cal. 


For Tabulating Forms service call the Moore office—it’s listed in your local directory. 





Controlling Office 
Employee Turnover 


(Continued from page 73) 
become a Comptometer operator 


us soon 
as my speed is good enough.’’ 

Steps to be taken to control turnover 
are virtually implicit in any list of 
causes. Here, for example, are the re- 
sults of surveys of several thousand 
employees of well-managed and success- 
ful businesses, as reported by Earl 
Brooks of Cornell University’s School 
of Industrial and Labor Relations: 

Twenty percent of the employees had 
never been told how they 

Twenty-two percent received 
ing orders frequently or 
time. 

Thirty-six percent believed that they 
did not get nearly as much instruction 
as they needed. 

Twenty-eight percent said their su- 
pervisor would dodge or stall or pass 
the buck or give a partial answer when 
they asked him a question. 

Thirty-one percent said 
never told the reason why 
procedures affecting their 
changed. 

Seven 


were doing. 
conflict- 
most of the 


they were 
policies or 


work were 


percent said their supervisors 
discouraged their ideas and suggestions, 
and twenty-two percent said the super- 
visor listened and then forgot. 

Eighteen percent said they felt that 
they were responsible to too many bosses. 

Half the employees felt that the best 
qualified persons were not selected for 
promotion better 
along. 

Although only 2% of the employees 
preferred to work for another 
12% 


when positions came 


company, 
(six times as many) felt that their 
wives preferred that they take a job 
elsewhere, + 

Here are the reasons why most 
rations oceur: 

SELECTION. Selection starts with re- 
cruiting. Recruiting starts with sources. 
Applicants who do not apply cannot 
be hired. The quality and quantity of 
the applicants we see are influenced by 
such considerations as our reputation, 


sepa- 
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Service-Wise 
dealers count on 


SHIPMAN-WARD 


for the QUICK SERVICE that enables them 
to give their customers better service on 
EVERYTHING IN THE OFFICE MACHINE FIELD! 
SERVICES 

Platen Recovering 
Goodrich—I 
Feed Roll Recovering ... 








{Rubber 
Wall Cus 
Cork Platen 
Refin- 


Hammerloids 


by 8. F. 
uble hion) Pye ® 
and Feed Roll Recovering... 
ishing (Wrinkle 
. Welding... 
Chrome and Nickel Plating. 


Enamels) 


Retyping 











ALEGTRIC FYPEWRITER REBUILDING SERVICE 
eed REBUILT ELECTRIC TYPEWRITERS 


NEW OFFICE MACHINES 


Portable Typewriters . . . Adding 


Machines . . . Cashiers. 


PARTS and SUPPLIES 


Replacement Parts 
and adding machines 
. Shop Supplies . 

- . - Carbon Paper . . 
Office Machine Stands 
Dust Covers. 


eZ 


sriters 


Tools | 


et ypew 


qe 








A 


For complete details on all supplies and 





services, WRITE FOR FREE CATALOG 


#71! 





SHIPMAN-WARD MFG. CO. 
Main Office: 325 .N. Wells St., Chicago 10, Ill 


BRANCHES AND AGENC!ES 
e Shipman-Ward . Greceont Typewriter 


fg. Co. 
425 W. Walnut Sr. | 407 St. Charles St. 
Springfield, Missouri New Orleans 12, La. 
e Cleveland Typewriter Co. © O’Donnell-Brennan 
1709 Euclid Ave. 3235 Pawelton Ave. 
Cleveland 15, Ohio Philadelphia 4, Pa. 
e Randmar Platens & Parts Ltd. 
46 St. James St. West 
Montreal, Quebec, Canada 











Pxo SCUFF BNO BUF 


announcing 


LEGSURE 
OA 


the low-cost 
polish 
that protects 


floors 3 ways 


Now your floors can 
gleam without buffing; 
take abuse without 
scuffing! 


New LEGSURE 
is a scuff-resistant 
Safety Polish that dries to a lustrous, hard 
finish. No time wasted in buffing. Dirt and 
water repellent, LEGSURE gives 
greater slip-resistance than is required by 
Underwriters’ Laboratories. And the fin- 
ish won't be “walked off”. The shine lasts. 
The protection endures. You'll save up to 
50% on labor and materials. And you'll 
reduce slip-accidents by up to 98°. 
Available only through the LEGGE 
Company and its authorized representa- 
tives. Write today for full information. 


even 


Walter G. LEGGE Co., Inc. 


Dept. W10,101 Park 
Ave., New York 17, 
N. Y. Branch offices 
in principal cities. 
In Toronto— 

J. W. Turner Co. 


| 


the agencies we use, our selection of 
advertising media, our advertising copy, 
the school placement offices we work 
with, our own employees’ referrals, ete. 
Having arranged for a suitable flow of 
applicants, we must screen them for all- 
around success with our company. Some 
important screening elements are: 
a. Preliminary application blank. 
b. Comments of a trained recep- 
tionist. 
Preliminary interview. 
Testing for aptitude, skills, per- 
sonality, ete. 
Reference checks and, if indicated, 
intensive personal investigation. 
Final interview and referral of 
screened applicant supervisor 
for consideration. 
Medical interview and, if indicated, 
physical examination. 


to 


does not permit 


successive 


Space elaborating 
each of these hurdles that 
comprise the sereening operation, but 
testing requires caution. The use of psy- 
chological testing devices by untrained 
persons can do more harm than good. 
Determining which tests to use, if any, 
and interpreting the results in’ terms 
of the personnel needs of the company, 
are jobs for trained persons with ex- 
perience in applying that knowledge to 
the special requirements of industry. 

Let me mention, for example, just 
one common error made by untrained 
and inexperienced users of psychological 
tests during screening: the tendeney to 
forget or ignore that a company needs 
privates and corporals as well as gen- 
erals. Most companies need promotable 
people on tap, but they also need an 
ample supply of people who will be con- 
tent to perform routine or relatively 
routine jobs for the remainder of their 
working lives. 

ORIENTATION, An employee doesn’t 
become an enthusiastic, productive and 
staying member of a company simply 
by being introduced to his co-workers 
and put on the payroll. He doesn’t 


| necessarily become that even after he’s 


been shown where the washroom and 


THe Oreice—October, 1954 





THIS NEW POWERFUL DUPLICATOR WILL CHANGE 
ALL YOUR OLD IDEAS ABOUT STENCIL DUPLICATING 


If you entertain the old-fashioned idea that stencil duplicating is a messy, ‘last-ditch’ method of getting your 
message on paper, you have a pleasant surprise in store when you learn about the new GESTETNER. This new, 
scientific method of duplicating yields a sharp, clear, print-like quality which will permit you to do a greater 
portion of your forms, inter-office stationery and bulletins, and even your literature, all in your own office. Your 
most fastidious office-girl will enjoy running the quiet, automatic, clean GESTETNER Duplicator. 


oa "clae J 


—— Shut-Off Counter Yields attractive 
Stops printing when the print-like 


leet...“ . —_ 
Loading 


No cans. No brushes, 


Variable Speed Contro! 


Delivers from 40 to 115 copies 
per minute. Simply set the dial 
to suit the Job ‘Density’ 


Instant Color Changes 


Seconds to change colors. 
‘No muss... no fuss’ 


id 


Galtur-DUPLICATOR CORP. 


50 McLEAN AVENUE, YONKERS 5, NEW YORK 
Please send me booklet ““O” 


ae 


i ae 





PR Sia cided tetvees 55 oe RSs 038 
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INTERESTED IN OFFICE OFFSET? 


EASY DOES (7! 


just push a button for your 


OFFSET 


PLANOFAX MASTER 


The simpiest, lowest cost inethod 
of obtaining offset plates for 
your duplicating equipment. 





J fenalax. 


The electronic machine that gives you 


| 


e offset masters 
@ mimeograph stenciis 


e single positive copies 
at minimum tabor cost 





at minimum recording cost 





TIMES FACSIMILE 


CORPORATION 


Hotel Biltmore Arcade 
43rd St. and Madison Ave. New York 17, N.Y 


vending machines are, and been given a 
copy of the employees’ handbook and 
told by a friendly supervisor that no 
one expects him to be particularly pro- 
ductive until he catches on to what it’s 
all about. A planned orientation pro- 
gram for each employee is a must. It 
should comprise, in its barest essentials: 
1. Furnishing the new employee with 
copies of the employees handbook, 
company magazine, benefits book- 
lets, ete. 
An orientation interview in the 
personnel department at which 
these documents and their contents 
are fully and enthusiastically ex- 
plained and at which the new em- 
ployee is told what he may expect 
from the company and what the 
company expects from him. 
A tour that at least ineludes the 
general area in which the employee 
will be working. 
An unhurried and uninterrupted 
orientation interview with his 
supervisor. 
An introduction to his new co- 
workers and possibly to his super- 
visor’s boss. 
Designation of someone (if not the 
supervisor, then a co-worker) as 
the individual specifically respon- 
sible for seeing to it that the new 
employee’s questions — asked and 
unasked—are answered. 
It mistake for orientation to 


is a 


| cease after a few days. A_ follow-up 


orientation interview should be held by 
the supervisor at intervals of a week or 
two until the process of healthy assimi- 
lation is pretty far advanced. Some of 
the most revealing statistics on turnover 
are those that show how long an em- 
ployee has been with your company be- 
fore he quits. 

Unkept Promises. Overselling the 
job, the company, the benefits. Avoid 
this sort of thing which can plague per- 
sonnel relations so relentlessly and so 
unnecessarily. Watch your advertising, 
interviewing, supervisors’ interviewing 
and the content of employee handbooks 
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We Individually packaged 
Br] : sie wi ietaam ’ ee 4 a in protective wrapper. 
; 500 sheets in each 

package. 
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hecukay 


at Wausau Paper Mills 


assures you of a uniform, high 
standard of quality year after year 











AccuRay — the new atomic method of measuring the 
thickness of paper to one-millionth of an inch — boosts 
quality standards at Wausau Mills. It provides you with 
one more excellent reason why you should have utmost 
confidence in WAUSAU IMPRESSION PAPERS. 


WAUSAU BOND, WAUSAU MIMEO, WAUSAU DUPLI- 
CATOR and WAUSAU LEDGER are genuinely water- 
marked impression papers, tub-sized to give crisp, clear, 
lint-free impressions. EXACT BOND, EXACT MIMEO, 
EXACT DUPLICATOR and WAUSAU OPAQUE OFFSET 
are tub-sized economy impression papers — full-bodied 
and rigid for high-speed operation, but have no water- 
mark. Both Wausau and Exact impression papers come 
in Bright White and a full range of colors and are 
precision cut to size at the mill. 
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The complete line is available nationally through 
authorized distributors and stationers. 
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Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 


Mills at BROKAW, WISCONSIN @ Member - Wisconsin Paper Group 


U 


2.8. one & 





1AL MUCLEONICS CORP., 
























































THe Orrice—October, 1954 











A NEW 
SADDLE BACK 


and a new method 
of making 


LINE FIND 
STATEMENTS 


“Slip Ease” the new Saddle 
Back Statement is a process 
where the double carbons are 
easily slipped out of the state- 
ment after usage. 


The new Line Find Statement 
is a method of making this 
popular statement by litho- 
graphing, perforating, and at- 
taching carbon in one continu- 
ous Operation in sizes not over 
81,” wide and 1414,” long. To 
the best of our knowledge, this 
has never been done before. 

In addition to statements, as we 
run two shifts, we specialize in 
very fast delivery on short runs of 
of all types of carbon-interleaved 
forms. We have no salesmen or 
sales offices, and we do not sell 
direct. Sold only through distrib- 
utors and printers who should 
write on their letterhead for the 
new 1954 simplified 24-page 
priced catalog, “At Your Service.” 


MODERN 
BUSINESS FORMS MFG. CO. 


308 EAST 8th STREET 
CINCINNATI 2, OHIO 








and magazines. 

We want to sell the company, the 
job, the generous benefits and the op- 
portunities for advancement. But over- 
selling sets time bombs in the path of 
future employee relations. Sooner or 
later they’ll go off. One of the simplest 
ways to guard against the tendency to 
oversell is to keep asking “Whom are 
we trying to kid, and for how long 
ean we?” 

SvuPERVISION. Good supervision is one 
of the greatest lacks in _ present-day 
management. The need is widely recog- 
nized and steps are being taken to cor- 
rect existing shortcomings. Despite all 
this, poor supervision remains one of 
the greatest contributors to turnover 
(and to a lot of other office ills, too). 

Management must recognize and do 
more about the supervisor who is not 
himself sold on his company. He won’t 
sell the company to his subordinates. 
Management should get better  ac- 
quainted with its supervisors and their 
jobs to find out more about the kind 
of people they are and the sort of job 
expected of them. The management that 
doesn’t know and understand its super- 
visors and what’s expected of them can 
hardly convert them into enthusiastic 
salesmen of the company’s policies and 
decisions. The most productive super- 
visor is the one who is employee- 
oriented. The supervisor or department 
head who is so completely company- 
oriented that he loses sight of the es- 
sential dignity of the employee is not 
as productive as the one who has the 
employee as an individual constantly in 
mind. 

SALARY Structure. Unrealistie start- 
ing salaries, a lack of periodic reviews 
and increases, bonus arrangements that 
foster resentment, inequitable differen- 
tials between similar or dissimilar jobs, 
or a combination of these. Dissatisfac- 
tion with salary or some aspect of earn- 
ings is one of the primary contributors 
to turnover, despite the fact that salary 
is usually not at the top of lists of 
what employees claim to seek from their 
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Now Added to the VOICE=MASTER Line 


VOICE-MASTER 
STREAMLINER == 


A Modern, Easier-To-Use Dictating Machine 








For 
Only 


$165! 


Combined with the low cost 
VOICE-MASTER COMPANION, 
a complete system at a price 
far less than you’d ever 
believe! 


The STREAMLINER has all these features — 

EXCLUSIVE phono-simplicity, split second loading, 
pin automatic error-correction, indefinitely reusable 

Ph nogtap ! Magic-Discs, true portability. Plus many other features 
— and extra bonus free warranty service! 


Oe 





Note: A few ‘ P 
r 
iS Le For details or free demonstration, 


nebbee: ieee phone AL 5-7250 or write Dept. O-2. 


vevieg 1 me | MAGNETIC RECORDING INDUSTRIES 
Company's Now 11 East 16th Street, New York 3, N.Y. 


York office. ° P ° ° ° 
Pioneers in Magnetic Disc Recording 
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One of the tightest bottlenecks in 

5 even the most modern equipped 

duplicating department is the col- 

to lating, assembling or gathering of 

duplicated sheets into sets. Now, 

with the new easy-to-operate 

GREATER EFFICIENCY Thomas Collator, one girl can do 

the work of five—faster, more accu- 

H : rately, and with a minimum amount 
in your office eee of aa and confusion. 

HERE’S HOW IT’S DONE! 


She quickly loads as many as Her foot releases pedal; Pages are always under in- 
« 10 pages. e sheets move out quickly. e spection; blanks can't slip by. 


6 Take this sixth step 
* now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately . . . 
without any obliga- 
tion on your part. 


Pages are collated; action Releases pedal as she stacks. 
« starts for next set. « Elapsed time—five seconds. 


THOMAS COLLATORS, INC., Dept. 8 
50 Church St., New York 7, N. Y. OmMAS 
Please send me details on the Thomas Collator, 
Wnts cdot eels 


Nome... 
135 Sales and Service Offices 
from Coast to Coast 


Dept. B., 50 Church Street 
New York 7,N. Y. 
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jobs. 

More Hours anp Fewer HOo.ipays 
than are common in the labor market in 
which you’re doing business. Companies 
that are out of line in this respect must 
offer very strong other inducements to 
retain employees or they will lose them 
at an accelerated rate and have diffi- 
culty recruiting superior replacements. 

COMMUNICATION, This is a subject to 
which considerable time could be de- 
voted. Often supervisors who deplore 
the lack of communication from and to 
higher echelons are themseives guilty of 
failing to keep these channels open to 
and trom their own subordinates. It is 
so easy to be a hypocrite about commu- 
nication that everyone responsible for 
keeping the avenues open has constantly 
to be on the alert. As someone said, “It 
is possible to deplore the lack of chan- 
nels of communication on the one hand 
and effectively throttle them on the 
other.” The door to the executive's office 
may always be open, but “who walks 
in?” 


ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 

WE MANUFACTURE ° 
BUY and SELL Plates, frames, 
trays, cabinets, tabs, ribbons, 
speedaumats, Our large stencil 
embossing dept. gives fast, 
accurate service. 


REBUILT ELLIOTTS 


ALL MODELS 
HAND & ELECTRIC 
WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, long & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil  type- 

writers, 
— 


WRITE FOR INFORMATION, PRICES& CIRCULAR 
Dept. OM, 40 W. 15th St., N. Y. 11, N. Y. 


MAILERS' EQUIPMENT CO. 
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Start Right Now,,, 


TO LOWER YOUR 
REPRODUCTION COSTS 
with 
the 


RAPID PRINTER 
RP-13 


ED PLATES IN 
N 


You can have big 
plant performance in your 
reproduction plant with the 
nuArc Rapid Printer. A com- 
ned enclosed carbon arc 

amp—vacuum frame combina- 
tion that produces better plates quickly, consistently. 
Available in 3 sizes, at moderate cost. 
RP-13 13 x 18° 
RP-17 17 x 24” 
RP-21 2112 x 25” 
F.0.B. Chicago 


NT 
A COMPLETE BLA 


WITH 
ORIES 


The nuArc nuLite 
LT-16, portable light 
frame for stripping, 
opaquing, finishing of 
pre-sensitized plates. 
Glass top 18 x 20”. 
LT-16 only $85.00 


F.O.B. Chicage 
COMPANY, INC. 


S 824 $. Westera Ave., Chicago 12, 111. 


MAIL THIS: COUPON TODAY 


| P nuAre Co., Ine. 

| 824 S. Western Ave. 

| Chicago 12, Ill. 
Gentlemen: 

j Please send Bulletin No. 230 giving complete in- I 

1 formation on the Rapid Printer and accessories. | 

1 Nome. Title 

ian 


The DT-20 Develop- 
ing Tray comes with 
3 plastic bottles, 2 
sponges, storage facili- 
ties to make plate 
making simple. = 
eth ortable. ze 
x2 
DT-20 oe $27.50 
F.0.B. Chicago 


Dept. No. OF-100 














7 


I — a State 
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STRIGKLER'S 
REMINDERS 


SAVE TIME... 
SAVE WORK... 


BUILD SAVE MONEY... 


GOOD 
WILL 


a 








| show 
| have not only increased productivity, 





THE FOREMOST SYSTEM FOR HANDLING 
THE CREDIT BUSINESS FOR BOTH 
OPEN AND BUDGET ACCOUNTS 








THE PERSONAL TOUCH is given 
when you select the appropriate 
STICKER for each individual statement 


ATTRACT THE EYE 


various colors. 


Lithographed in 
Bound in books. The original copy- 
righted system that has proven most 
effective for forty years. Saves time, 
labor and money. Collects your ac- 
counts earlier and keeps customers 
steadier. 


Call Your Stationer .. . 
or Write Us for 
Samples and Prices 


CARL E. STRICKLER 
aay 





Communication with the employee’s 
family can also help in reducing turn- 
over. The company magazine should 
make a special effort to mention every- 
one, not just the president, the person- 
nel manager or the editor’s buddies. It 
should contain articles that will help 
stimulate the interest and loyalty of em- 
ployees’ families. 

Employee BENeErits. These, like sala- 


| ries, holidays and the like have to be 


put to at least a certain minimum or 


| they will affect turnover. 


TRAINING. In our company, the records 
that improvements in _ training 


but have reduced the number of dis- 
charges and to some extent the number 


of resignations. 


UNFRIENDLINESS, unfair treatment, ar- 


| bitrary decisions, ete., are the sort of 


complaints that can be real or fancied. 
Whether they exist in fact, or only in 
the minds of those who resign, makes 
little difference. Someone must get to 
the roots of the problem and solve it if 
the turnover picture is to be improved. 

Working ConpitTions. Sometimes it 
is difficult, or economically unfeasible, 
to remedy every physical condition that 
employees dislike. Where analyses of 
turnover point to this as a prime cause, 
remedial action of some sort is a must. 
There are unsatisfactory working condi- 
tions that are not related to the physical 
plant and these must be _ identified, 
studied and rooted out. 

Loyauty. As for this important con- 
tributor to turnover, keep in mind that 
loyalty cannot be bought. It must be 
earned. Pienics and lavish parties, 
seniority awards, bowling leagues, extra 
holidays, cafeterias operated at a loss— 
none of these, individually or collee- 
tively, can buy loyalty. 

Loyalty is a complex trait. Employee 
benefits, good working conditions, good 
pay, ete., can set the foundation for the 
development of loyalty. But the degree 
of an individual’s or group’s loyalty can 
never be ascertained by assigning a 
numerie weight to each benefit, and then 
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save time 
in costly 
counting 


(and marking) 


by hand 


PITNEY-BOWES 


@ The PB Tickometer counts up to | 000 a minute 
labels, slips, coupons, tickets, checks, ete. 

@ So accurate that banks use it to count 

currency! Gets needed figures faster, saves hours 

of payroll time, easily pays for itself. 

@ Will also date, code, “rubber stamp,’ endorse, 


cancel or otherwise imprint—as it counts! 


@ Ask the nearest PB office for a demonstration. 
Or write for free illustrated booklet, case studies. 


Tickometer 


Pirney-Bowes, Inc., Makers of the Postage 
Meter, 3466 Pacific St., Stamford, Conn. 


Coast-to-coast service in U.S. and Canada. 





DESK AND COUNTER 


CATALOG UNITS 


|For housing catalog and price sheets for 
quick reference. Change sheets quickly— 
various capacities — expandable anytime 


Write for catalog OB-10 


BUCHAN }225:.:'%. 
RECORDS CO. 
Clifton Heights (Surburban Philadelphia) Pa, 
Sales Offices in Principal Trading Areas 
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INK-N-TROL 
is the FIRST 
Ball Pen 
that writes in 
EVERY Position 
. writes to 
the LAST DROP 
OF INK 


Exclusive Patented 
AIR VALVE 
does it... only 
INK-N-TROL has it 
INK-N-TROL 
(Pot. No. 2560811) 


Giant ink cartridge holds twice 
the ink of the average pen... 








oir valve pressure keeps ink 

flowing freely till the last trace 
is used . . . ink cannot clog or 
leok . . . aif pressure keeps ink 
flowing in EVERY position—even 
straight up over 
your head. 








“on *” o 
‘ Guaranteed by» 
Good Housekeeping 
Sor as apvetise eer 


The patented 

AIR VALVE is an 
exclusive INK-N-TROL feature— 

no other ball pen hos it. It 

corrects the glaring weaknesses 

of other ball pens—short lived ink 
cartridges, clogged ink ond inability to 
write flexibly and fluently in 

EVERY position. 





INK-N-TROL is sleekly mod- 
ern—o precision writing in- 
strument, built for sturdy f 
serviceability. In a wide 
ronge of colors. By far the 


most efficient office pen. YEAR'S SUPPLY 


PATENTED 
REFILL 
Only 49¢ 


Your stationer or office- 
supply house has it. 


& Universal Pen Company 


146 West 26th St., New York, N. Y. 
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totaling them up to come out with a 
seore or an index. As loyalty seems to 


| spring from the spirit, so is it most 


likely to exist and be strengthened in a 
working environment characterized by 
fair play, considerateness, honesty in 
business dealings, acceptance of respon- 


| sibility, ete. 


Chances are there never was a com- 
pany that had all these things under 
control, and there never will be. That 


| doesn’t mean we should not keep trying 
| to improve. 


What is likely to happen if the labor 


| market should ease-up considerably and 
| once again become a buyer’s market? 
What about turnover then? 
| ing becomes 
| easier), are we likely to see a return to 
| the days when the subject of turnover 
| was all but ignored by everyone except 
| authors of books on personnel adminis- 
| tration and a relatively few companies? 


If recruit- 


easy (or considerably 


I think not. Out of the pressing need, 
during the past ten years, to study the 


| problem of turnover and to do some- 
| thing about it, has come a new 


realiza- 
tion that factors like turnover are im- 
portant in our economy. While uncon- 


| trolled turnover has always been costly, 
| its cost was apparently not sufficient, by 
| itself, to demand the top management 


attention it now receives. 
The recent emphasis on controlling 
turnover is a result of the persistant 


tightness of the labor market and the 


| difficulty of keeping companies fully 
| staffed with productive personnel. But 
| during this period, the cost of labor has 


increased both absolutely and relatively 
to the point where, in most industries, 
it exerts a tremendously significant in- 
fluence on the cost of the product. Top 
management is now aware that turnover 
ean affect profit by contributing to the 
cost of doing business. The labor market 
will have to ease up a great deal more 
and salaries tumble considerably before 
the existence of uncontrolled turnover 
will ever again be accepted as of little 
consequence.—F rom a talk before the 
Office Executives Assn. of New York. 
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Feature for feature... 
) 1S OUT FRONT! 


The lowest-priced 10-key adding machine...gives your customers 
all these advantages: 


1. EASY OPERATION Odhner'’s 
keys do double duty—cut waste 
motion—need less finger 

pressure. 


2. NOISELESSNESS 
Odhner's unique 

rotary drive ends 
vibration and rubber 
cushions deaden sound. 


3. SPEED Odhner is 
‘lightning fast’’. Keyboard 
fits hand. Easy-to-reach keys 


fit fingers. 6. SUPERIOR SERVICE 


Designed in sections for simplest 
4. FULLY ELECTRICAL Odhner maintenance. 10 years of spare parts 


is the first to be electrically in U.S. Dealer mechanics are trained 
engineered throughout. by factory service men. 


5. MODERN DESIGN 
Odhner speaks for itself. 


A few dealer territories still open to qualified applicants. 


See your local dealer or write 
Odhner Div., Dept. 0, FACIT, INC. 
500 Fifth Avenue, New York 36, N. Y. or 


114 & F isco, Calif. 
Sansome St., San Francisco, Cali hibding liadbines 


SOLD AND SERVICED THROUGHOUT THE WORLD 
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The Crowning Touch in any Business 


St dard 


DUAL-0-MATIC 
Fluid Duplicator 








Business Show, 
69th Regiment 


Armory, New 
York, Sept. 27 
thru Oct. 1. 





A PROVEN FLUID DUPLICATOR 
- ++. «that can handle either big sheet sizes as large as 14 x 18 
inches, or can feed two smaller stacks of paper simultaneously. 


This efficient Standard Duplicator is ideal for reproducing large ship- 
ping manifests, ledger and sales sheets, factory and office work sheets, 
production charts, weather maps, and many other useful forms. : 


STANDARD DUPLICATING MACHINES CORP. 


EVERETT 49, MASS. 











“THE ONLY FIBRE BOARD 


DRAWER FILE 


that “Builds its own steel 
shelving as you stack it.” 


@ Assures free, easy drawer action a 
self-stacking TRANSFER FILES 


CHECK THESE FEATURES 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped flat. Assembles quickly and eusily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 
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Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 











No. 511 LETTER SIZE 


Inside Drawer Dimensions: 12'4” 
x 24” long. 


x 104" 


PRICE, 
EACH 
$4.90 
5.35 
5.60 
PACKED FLAT—6 to CARTON. Wt. 48 
Ibs, Unit consists of four pieces, shell, 
drawer and two steel stackers 
Write for details on Check Size, Legal 
Size and Conversion Units for Vouchers 
and Ledger Cards, 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 


CARTON PRICE, 
EACH 


$4.70 
5.15 
5.40 


ZONE | 
ZONE 2 
ZONE 3 





MR. OFFICE MANAGER 
MISS OFFICE EMPLOYEE... 


~ Mow TIFFANY 
"TON A —— S T A N D S 


ney py * 








for heavy duty 
Office Machines! 











At last...here are larger, tougher 
stands to satisfy the demands of 
heavy, portable, electrically operated, 
office machines. Huge drop leaf 
affords large working surface; extra MODEL 9000 
V-type cross bracing gives extreme 
rigidity. Rollers on caster retracting 
device offer easy retracting opera- 
tion. It’s operator’s and manage- 
ment’s best buy. 








WHAT TON-TESTED*® MEANS TO YOU 


Tested under 3200 pounds pressure, 
Tiffany Stands were found to be in “as 
new” condition. They guarantee 


machine protection and are practically 
sf impossible to tip over accidentally. 


7350 FORSYTHE: Stand Co. AT BETTER DEALERS EVERYWHERE 


ST. LOUIS 5, MO.4 


*T. M. Write for full color 
illustrated brochure. 
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this is your cateleg of Ss @ ” d ¥ ren ® a + 


pennesans vosouers Today 


good “investments” in Metal Office Furniture 

Don’t buy any metal Storage Cabi- 
nets, Bookcases, Library Shelving, 
Wrap Racks or Check Racks until you 
get Borroughs’ new Office Furniture 
catalog. Drop Joe Davis a line today 
and tell him to send you a copy. It 
certainly will prove good business 
on your part to investigate the 
Borroughs line before you make a 
% single purchase! 
rm 
@ METAL OFFICE FURNITURE 
@ WRAP RACKS 
@ STEEL SHELVING 
© STEEL STORAGE EQUIPMENT 
@ PARTS BINS 


BORROUGHS MANUFACTURING COMPANY 





4 SUSE DiAeT OF THE Amerie +) PROOUCTA COmPamy OF BETRONT 


2002 WORTH BURDICK amp KALAMAZOO, MICHIGAN 





BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK aint KALAMAZOO, MICHIGAN 
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ew Products 


ELECTRIC TYPEWRITER 

Royal Typewriter Co., 2 Park Ave., 
New York 16, N. Y., announced the new 
Royal Electric Typewriter with Speed- 
Flo keyboard for maximum speed with 
minimum effort and faster, lighter touch. 
It has an electric automatic backspacer 
with which one 
back as far as 
horizontal 


press moves carriage 


desired. Its automatic 


spacer moves carriage for 


ward in the same manner. Pressing its 


automatic vertical space bar allows glid- 


ing down the typing page from any 
point on the keyboard without returning 
to the left 


matie underscore and automatic hyphen 


margin. lLine-O-Magie auto 


produce up to a full line of underseor- 
hyphens. All 
keys 


impression 


ing or above automatic 


repeat operate independently of 


single keys and require no 


varying pressure. Only 1% ozs. of pres 
sure will operate any 
shift 
forth 


key; 3 ozs. of 
keys. Carriage 
quietly in 1% 


pressure operates 


back and 


moves 


138 


seconds. 


Copy control adjusts keyboard 


for proper pressure to make one or more 
Platen can be changed 
Other 


change 


earbon copies. 
hand 


include 


for manifolding. 
clean ribbon 
feed 
machine 


with one 
features 
and precision 
sheet 

and accurately. 


paper which feeds 


every into the straight 
Firm grip of paper lock 
allows typing to bottom edge of sheets 
Machine has Magic Margin 
Meter for determining 
amount of space left on page, and auto- 
uagnetic switch with new safety 
When push-button top is raised 


and ecards. 
setting, Line 
fea- 
tures, 
to change ribbon, machine is automati 
If current interruption 
occurs, machine must be turned on again 


cally turned off. 


by typist, which avoids wasting current. 
Standard colors of the Royal Electric are 
charcoal gray, Nile green, tropic ivory, 
horizon blue, or any 


coral rose and 


matched color at extra cost. Prices 


start at $395 for the 13” model. 
MULTIPLE COUNTERS 

Co., Dept. OM 16, 261 
wore 7, MN. XY. 


Denominator 


sgroadway, New makes 


Multiple-Input Denominators for count- 
ing in multiples like dozens, for instance, 
in which case the X-6 Multiple-Input 
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unit would record a half-dozen at one 
stroke, a dozen at two strokes, ete. Mul 
tiple-Input Denominators are made to 
record multiples of 2, 3, 4, 5, 6, 10, 50 
and 100. By using 

Multiple-Input and regular Denomina- 
tors, one can rapidly post larger quanti- 
ties of individual items, like varying 
wholesale lots. Thus, with an X-10 and 
a unit counter in combination (as illus- 
trated) a figure such as 6 doz. (72) is 
recorded by 7 strokes on the X-10 counter 
and 2 strokes on the unit counter. Tak- 
ing off summary figures upon completion 
of tabulation is done by simply adding 
the two related registers. Multiple-Unit 
Denominators cost only $1 more per unit 
than regular Denominators. 


combinations of 


POCKET RECORDER 
Geiss-America, Dept. T, 6424 N. 
Western Ave., Chicago 45, Tll., announces 
the Minifon pocket-size recorder which 
records up to 24% hours of dictation on 


a single reel of wire that is small and 


light enough to mail as a letter. It op 
erates on self-contained batteries or AC 


and records through a tiny microphone 
that can be hidden under the coat lapel 


or worn like a wrist watch. Playback 
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can be listened to with headphones or 
through any loudspeaker. Minifon makes 
permanent recordings on erasable wire 
and has controls for recording, play 
back, re-wind, erase, volume, start and 
stop. Unit measures 134” x 45%” x 65%”, 
weighs 2% lbs. It can be carried and 
used anywhere to anid 


record notes 


memos, conversations, interviews, ete. 
Illustrated literature 


dress. 


from above ad- 


WHITEPRINTER 
Peck & Harvey Mfg. Corp., 5635 N. 
Western Ave., Lil, 
the P&H Copymaster which can produce 
a thousand or more letter or legal size 
hour. It operates on 115 v. 
60 cycle AC and its width capacity for 


Chicago 45, makes 


copies an 


stock is 20” 
Svnchronized 


cut sheets or roll 
length. 


plus, any 
printing and am 
monia-dry developing speed up to 30 ft. 
Flee 
tronic drive provides instant and con- 
tinuously variable Full 
stop and reversal control for emergency 
return of originals. Speed dial control 
automatically 


a minute with manual operation. 


speed change. 


changes temperature in 
evaporating chamber to assure full de 


velopment. Storage compartments at bot 
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tom of floor model hold sheet and roll 
stock. Roller hanger allows easy use of 
stock directly from storage area without 
re-hanging under feedboard. Large, 
table-height solid maple feedboard al 
lows easy handling and stacking of 
prints and originals. Anyone can use ma 
chine to make same-size copies of letters, 
forms, drawings and any translucent 
originals. The Floor Model 1400F Copy 
and 20” 


$1295. 


master is 36” 
deep plus 14” 
Other P&H whiteprinters 
Fully described in Bulletin 


wide, 62” high 


feedboard; costs 
from $69.50. 
54C5, free 
from above address. 


OFFSET PLATEMAKER 
NuAre Co., Dept. OF-100, 824 S. West- 
ern Ave., Chicago 12, Ill., announces the 
Rapid Printer for making pre-sensitized 
offset plates in 20-90 seconds. It has a 














completely enclosed carbon are lamp for 
professional quality and speed, and its 
Multi-V filter eliminates smoke and 
odors. The unit is designed for use by 
inexperienced personnel and can be op- 
erated automatically or manually. It has 
a burning time of over 4 minutes when 


140 


necessary and all controls are grouped on 
its handy panel. Reflective surface is 525 
sq. ins.; blanket frame is 174%” x 25”. 
The Rapid Printer is 21” x 28%” x 40” 
high; uses only 8 amps at 110 v. AC. 
It has shelves and doors for storage of 
supplies, and leveling feet. Illustrated 
Bulletin No. 230, deseribing its 
free 


opera 


tion, is from above address. 


PLASTIC BINDING 
Plastie Binding 


St., Chicago 


Corp., 732 Sherman 
5, Ill., makes Plastieco bind- 
ing which is inserted into punched pages 
and covers by hand, without equipment. 
Plastico licensed distributors supply the 
plastic binding material and punch the 


pages. 


They can also supply Plastico 
Binders in correct sizes for various types 
of booklets. 
signed for 


The Plastico process is de 
producing bound 
limited 


inexperienced 


plastic 
books in offices 
with 


address for the 


quantities in 
help. Write 
and address of 
Plastico distributor. 


above 
name 
your nearest 


FLOOR POLISH 

Walter G. Legge Co., Dept., W10, 101 
Park Ave., New York 17, N. Y., makes 
Legsure, a no buff, no seuff, safety floor 
polish. Recommended for all types of 
resilient floors, the polish dries to a long 
lasting luster without buffing. It 
scuffing even under the daily 
ment of shifted furniture, 
and heavy workmen’s shoes. 


resists 
punish 
high heels 
Legsure is 
and water and Under 


dirt repellent 
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Laboratories list it as slip-re 


Full 


writers’ 


sistant. information from above 


address, 


COLORED PENCILS 
H. F. Grieder Co., 3069 Cleveland Ave. 
N.W., Washington 8, D. C., introduces 
the Caran D’Ache line of quality Swiss 
Prismalo 999 water soluble 
come in 34 


pencils. 
drawing pencils, of cedar, 
different colors for draftsmen, engineers, 
schools and artists. They give excellent 
results on any type of paper including 
lightly coated Hardness is be 
tween No. 1 black lead 


sheets. 
and No. 2 of 


pencils, giving thin, neat lines and writ 
ing without continual re-sharpening. At 
tractively boxed in metal or cardboard, 
the Prismalo line will be competitively 
priced: 15¢ a single pencil, $1.85 box of 
12, lower unit prices for boxes of 18 and 
30. Display cabinets are available. Caran 
D’Ache makes a complete range of pen 
cils for every office, engineering, school 
and artistic purpose. Write above ad 
dress for free samples. 


STATEMENT FORMS 
Modern Business Forms Mfg. Co., 308 
Kast Sth St., Cineinnati 2, Ohio, an 
nounces the Slip Ease Saddle Back and 
Full Foldover forms construction for 
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statements. A new method of attaching 
the carbon and die-eutting it at one end, 
and round cornering the top of the state 
ment, makes it easy to slip out the ear 
bons after use. This company specializes 
in all types of short-run, carbon-inter 
leaved forms and do practically all by 
lithography. Since they operate two 
shifts continuously, they can offer very 
They sell only through 
dealers and distributors who ean obtain 
their latest 24-page, 
catalog, ‘‘At Your Service,’ 
address. 


good service. 


simplified 
free 


price 
from 


above 


VISUAL CONTROL BOARDS 
Maggie Magnetic, Ine., 46 East 
St., New York 16, N. Y., makes 
control boards for all purposes. 
held to the steel-backed 
little permanent 


j2nil 
visual 
Indica 
tors are board 


by powerful magnets. 

















Any background sheet can be used, like 


graph paper, map, floorplan, ete. A wide 
variety of magnetic indicators are avail 
able in different 
produce visual aids, control systems, office 
and plant layouts, control maps, ete. 
Write for free Catalog O-100 
the many different and 
tions available. 


shapes and colors to 


showing 


parts combina 





DICTATING MACHINE 

Recording Industries, Dept. 
QO-2, 11 East 16th St., New York 3, N. Y., 
announces the Voice-Master 
Dictating Machine 
while traveling. It 


Magnetic 


Streamliner 
designed especially 
for use 
lbs., is completely self-enclosed, has auto 


weighs 12 


matic error correction and is simple to 


done on indefi- 
The Streamliner 
addition to the 
Voice-Master line of magnetic dise dicta 
the Dis 
Full in 


operate. Recording is 
nitely reusable dises. 
costs $165 and is an 


tion machines which includes 
patcher and Companion models. 
above address. 


formation from 


PARTITIONS 
Irwin Casper, Ine., 401 Broadway, 
New York 13, N. Y., offers Flush Type 


*artitions which can be moved and in- 


Ded 


stalled by inexperienced help without 
using screws or nails. These partitions 
have a _ sturdy, feature which 
makes it possible to change layouts as 


clip-on 
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Made of 
thicknesses of 2”, 23” 
with 
with 


and 
and 3”; packed 
and finished 
colors; in 


desired. steel glass in 


wool insulation 


glass 
baked-on enamel in all 
the popular modular 
and 8'6” 
All sizes ready for immediate de 


This offers 


free layout service for offices, showrooms 


heights of 5'6” for 
j 


use as well as 36”, 42”, 7'2” 
high. 
livery and installation. firm 
and factories, and can provide partitions 


of every style. Dealer inquiries invited. 


BOOKKEEPING MACHINE 


Mich., 
low-cost 


3urroughs 
makes the 
bookkeeping machine for firms, large and 
small, that ordinarily buy machines for 
specific bookkeeping operation. 


Corp., Detroit 32, 
Sensimatie 50, a 


one 


Among its features automatic 
15” front feed carriage, two 
footers, 99,999,999.99 listing and 999,999- 
999.99 


are 
eross 
and original 


totaling capacity, 


ledger and statement posting in one 
operation. The two position control pan 
be set to 


two 


control all machine 
distinet 
attached to 


machine to 


els can 
accounting 
the 
add 


columns 


functions of 
Control panel is 
carriage and tells the 
or subtract, to select 
and print computed answers, to retain 
two totals simultaneously and to print 
in red or black. List price is $1,550 in 
the U. S. plus tax. In Canada, $1,782.50. 


jobs. 


certain 
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LETTERHEAD SAMPLES 
Rising Paper Co., Housatonic, Mass., 
offers the Fall edition of ‘‘ New Letter- 
heads of the Season’’ which contains 





NEW LETTERHEADS 


(Oar 


samples of actual letterheads in all print- 
ing processes on different paper stocks. 
Write above address for a free portfolio 
of samples. 


OFFSET PLATE 


Ozalid, Div. of General Aniline & 
Film Corp., 173 Ozaway, Johnson City, 
N. Y., makes the Ozalith positive work 
ing paper offset plate which can be 
prepared directly from a_ translucent 
original in less than 90 seconds. It is 
exposed on any Ozalid machine or litho 
graphic exposure device. Two Ozalith 
solutions are swabbed on for developing 
and fixing. Because of plate’s high con- 
trast, it can be made from a variety of 
translucent and semi-opaque originals 
with extremely wide exposure latitude. 
On the offset duplicator, plate inks up 
rapidly with unusual resistance to scum- 
ming. Making a translucent copy in a 
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routine press run eliminates preserving 
negatives and conventional plates, Trans- 
lucent copy is easier to file and it can be 
used to make a few Ozalid copies or to 
make an Ozalith plate for many copies. 


BAND STAMPS 
National Cash Regis 
Davton 9, 


Ohio, makes NCR por 


ter Co., 


ous rubber band stamps 
which will make 400 
to 500 or more e¢leat 
impressions with each 
inking. The NCR stamp 
has no intricate mech 
anism, but instead 
utilizes an exclusive 


porous rubber which 
ibsorbs enough ink to 
make hundreds of im 
pressions without re 
inking. Lipressions can 
be made as fast as the 
hand can move, with 
out injury of any kind 
to the NCR 
band stamps are par 
ticularly 
shelf-marking, and for businesses having 


stamp. 





useful for 


i wide range of prices, since the figures 


may be changed simply by turning 
wheels attached to the bands. In ap 
pearance the stamps are like the familiar 
‘date that they are 


larger, 


stamps’? except 


more strongly constructed and 
do not require re-inking with every im 
pression. Bands are chemically treated 
so they cannot stick or refuse to turn. 
Bands are replaceable at 
The stamps will be manufactured in 
seven basic models: a two-band stamp 
with large figures from 01 to 99; a two 
band stamp with smaller figures in the 


nominal cost. 


same range; a four-band stamp ranging 
from 1 to 6999 with ability to print, for 
instance, (5 FOR 87); and the 
four-band stamp without 
around the price marking. 
band stamp with 


same 
parentheses 
Also a four 
facilities for date 
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coding and parentheses; the same stamp 
without five-band 
stamp used for showing both price and 


tax, as, 245 TS8. 


parentheses; and a 


SMALL WASTEBASKET 
National Fibre Co., Wil 
mington 99, Dela., has renewed produce 
tion of the Vul-Cot Style No. 1 Waste- 
baskets, 
Vul-Cot 
taper 


Vulcanized 


smallest and handiest of the 


Fashioned in the round 
Style No. 1 


10” across the top, 8” 


Line. 

stvle, the measures 
across the bottom 
and is 12” deep. It answers the need of 
many hotels, 
banks, ete., for a handy, moderate size 


oftices, schools, hospitals, 


that will small] 
space and give years of efficient, attrac 
Like all Vul-Cots, the 


Style No. 1 is made of hard vulcanized 


wastebasket occupy a 


tive service, 

cellulose 
with soft 
crack, 
They are 
The dou- 
ble rolled top and bonded side seam con 
make them 
structible. With 
they ‘‘last a lifetime.’ 


fibre, a chemically converted 
product not to be confused 
fibre Vul-Cots 


dent, splinter, rust or corrode. 


boards. will not 


light in weight and noiseless. 


struction practically inde 


normal service use, 


FORMS CATALOG 
Multi Forms Sales Co., P. O. 
Box 1094, Nashville, Tenn., offers dealers 
their latest tab-indexed catalog of Snap- 
[-Set lithographed 
forms, with prices for standard and cus 


General 


one-time carbon, 
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In addition 
to complete specifications and prices ac- 


tom made sets of all types. 


cording to number of parts and quanti- 
ties, there are included samples of actual 
forms sets, samples of paper stock in all 
weights and colors and color proofs of 


SNAP.1-SET 


_ 
Poule Liat 


ecm 


| nf 


Cata 
log is loose leaf so distributor can keep 
it up-to-date. Dealer 


tion is on a separate page as is advice 


safety backgrounds and_ borders, 


discount informa 


on ordering. Write above address for a 


free copy of this useful catalog. 


STENCIL-PLATE HANGERS 
Atlas Stencil Files Corp., 16716 West- 
field 
that the SH Series lug type hangers for 


Ave., Cleveland 10, Ohio, announces 


serrated edge offset plates are made in 


1144” width for filing two 1014” plates, 
14” width for filing 114%)” plates, 
and 22” width for two 201%” 
four 1014” 
stencil 


two 

filing 
plates or 
DSC 


plates. The lug 


type hanger now ean be 
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Operating on an entirely new mimeograph principle, the B D C is the first 
hand operated mimeograph that is really clean. There is no drum to ink, no 
pad to change. The ink is a heavy paste that does not and cannot leak. The 
machine is always clean—but better yet, so is the user! The B D C is 
designed like a printing press, and with it any office worker turns out copies 
that are printing press quality. Get the whole story on the first basic mime- 
ograph improvement in 25 years. Write for complete information. Bohn 
Duplicator Corporation, 444 Fourth Avenue, New York 16, New York. 


REX-ROTARY 
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F. G. LUDWIG, Inc. | 
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MAKE PERFECT COPIES 


"40 
SECONDS 


- - - and work where you will 


With the completely portable 
Contoura® and Constat® you 
can make perfect copies on 
your desk, at the files, in the 
library, out in the factory, 
abroad, anywhere you can 
find an electrical lighting out- 
let. 

The lowest cost copying 
equipment. Used by Office 
Managers, Researchers, Ac- 
countants, Law Clerks, Sales 
Engineers, Purchasing 
Agents, Personnel Managers 
to copy documents, charts, 
graphs, statistical tables, rec- 
ords, anything printed, drawn 
or written. 

Compile new forms. Take 
off only the parts you need 
from records, articles, re- 
searches, specifications. Com- 
bine as you wish. Give every- 
body all the copies he wants. 

Easy to use. Guaranteed. 
Ideal gift. Sturdy. Quick. 
Practical. 

Write for full details. 


703 High Street | : 
Deep River, Conn. | figures. The Columbia Calculator also 


had 22” wide for filing four stencils on 
a hanger. Full information on _ these 


hangers and the files in which they are 


used can be had from above address, 


DIRECT MAIL CALCULATOR 

Columbia Envelope Co., 2015 N. Haw 
thorne Ave., Melrose Park, Ill, offers 
an easy-to-use calculator for figuring di 
rect mail advertising costs. This Colum 
bia Caleulator is a slide chart which 
quickly gives specific costs for typeset- 
ting, plates, presswork, paper, folding, 
envelopes, addressing and mailing. It 
allows comparing copy preparation costs, 
productioa, printing and mailing costs 


to decide the most economical and effec- 
tive way to prepare a program, before 
getting quotations. A combination of 
several methods of printing the various 
segments of the mailing can be con- 
sidered. For example, the calculator may 
show the letter should be duplicated, 
the circular run offset, the mailing card 
letterpress, ete. Calculator gives prices 
for 5M and 50M runs to cover costs for 
test mailings as well as larger ones. 
Basis for the caleulations are today’s 
production methods used _ extensively 
throughout the country and are average 
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ss Fad “HOLY SMOKES! ~All 
4 h t f 
do you : ‘ with Simapaon _Moe 
_ _ er. : +) a 
fo rg e t - KEEP APPOINTMENTS ON TIME 


‘THIS EXPIRED me 
to do 


these things 


/ You don't love * 
me anymore! 


REMEMBER ANNIVERSARIES 


DEFIANCE and STANDARD 
1955 Memory Helps 
Fd 


The busier you are with things-to-be- done, 
appointments, personal and family promises, 
the more you'll appreciate a DEFIANCE 
Desk Calendar . . . to do your remembering 
for you. . . to prevent your forgetting a 
single commitment of the day. And the 
more you'll be glad to have a STANDARD 
Daily Reminder to help you plan ahead, to 
remember coming events, and to help you 
recall dates and details of the past. Get them 
both today . . . so you won’t forget tomorrow! 


DEFIANCE and STANDARD 1955 MEMORY HELPS now at your 
Stationer and Office Supply Dealer. 
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P-A-X moves mountains of work! 


Paperwork moves at double speed 
when your organization is equipped 
with a P-A-X Business Telephone 
System. That’s because, with P-A-X, 
the facts are only seconds away! 


Let’s look at the P-A-X idea of auto- 
matic inside telephone service—it’s 
potent with manpower savings! With 
a turn of the P-A-X dial, your people 
can reach each other anywhere... . 
give or get facts and instructions in- 
stantly . . . stay at their posts work- 


Automatic Electric Sales Corporation 
1033 W. Van Buren St. Chicago 7, Illinois 
Gentlemen: 

Please send me full information 
on P-A-X Business Telephone Systems. 
Nome: — - 
Company:_ 

Street & No.: ah piel 
City:__ Zone:__ State 


ing, instead of walking and waiting 
to get a job done. 


Everyone saves time and energy— 
cuts confusion and errors. Routines 
hum along smoothly, and emergencies 
can be dealt with quickly when P-A-X 
unites the efforts of an entire organi- 
zation. 

Thousands of companies have found 
that P-A-X telephones speed up work 
flow and hold down overhead. To get 
the facts, send in the coupon today. 


wd 


PAX = 
AUTOMATIC <> ELECTRIC | 
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gives suggestions for 
mail results and has printed pica and 


inch rulers for handy figuring. It is 25e, 
coin or stamps, from above address. 


improving direct 


DISPLAY PARTITIONS 


Arnot-Jamestown Div., Aetna Steel 
Products Corp., Jamestown, N. Y., makes 
blackboard and bulletin board panels for 
increased utility of their movable office 
These Partition-ettes 
are designed for use in editorial oftiees, 


partitions, new 


small conference rooms, drafting and 


planning offices, and other where 
bulletin boards and the high 

> 
and 


sirable. 


areas 
visibility 
convenience of blackboards are de 


The new partitions are priced 








slightly higher than units with glass 
panels and are available on order. The 
blackboard and bulletin board panels are 
interchangeable with panels of conven- 
tional clear or frosted glass, making it 
possible to alter the character of an 
office within a few minutes. The new 
panels are also available separately for 
insertion in existing Arnot Jamestown 
installations. No attachments to floors 
or existing structural walls are necessary 
when installing Arnot Jamestown Parti 
tion-ettes, 
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rriden 


New Adding Machine by Friden 
helps you figure the natural way 


...to feel how each finger 
falls into natural working position 
on the keyboard (right or left hand) 
eliminating time-wasting motions 
and decisions in key selection 
Expect a fresh experience in easier, simpler 
figuring when you first put your hand on 
this new “Natural Way” Friden Adding 


| Machine. Ask your nearby Friden Man to 


bring in one of these new machines for you 
to try. Friden sales, instruction and service 
available throughout the U.S. and the world. 
FRIDEN CALCULATING MACHINE CO., INC., 
San Leandro, California. 


A PRODUCT OF 
..- CREATOR OF THE 
FRIDEN 


FULLY AUTOMATIC 
CALCULATOR 


THE THINKING MACHINE OF AMERICAN BUSINESS 
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DICTATING MACHINE tion systems. A _ single, centrally lo- 


cated recorder can be connected to from 
one to 12 telephone handset dictating 
instruments. The system can be installed 
for a single user and expanded as 
needed. Descriptive literature from 


above address. 


DESK CALENDAR 


Columbian Art Works, Ine., 2300 W. 
Cornell St., Milwaukee 9, Wis., makes 


Gray Mfg. Co., Hartford 1, Conn., 
makes the PhonAudograph III with 
which dictation facilities can be pro- 


vided for as little as $115 per person. the Calendater which is designed to 
The combined recording-transeribing unit eliminate date juggling and calendar 
was designed for use in central dicta arithmetic to determine the exact date 





DUPLI-TYPER Ribbon Attachments 


1. For Continuous Form Work 


,) ' @ Increase Production 
er) @ Reduce Costs 
@ Adaptable to all Machines 
J Make INKED Copies 
T 


Z 
Ae 
IL 


oe 
@ Eliminate Carbon Paper 
@ Low Cost 


Z 
Pi In Use 


For Many Years 


| 1 Original Vip 
| and < . ¢¢) 
| 4¢ Duplicates R iY 


with 
INKED \ 
RIBBONS 


2. For Bookkeeping Machines 


PAYCHECKS, JOURNALS, 
LEDGER & STATEMENTS, etc. 
@ Make INKED Non-Smudging copies 
@ COMPLETE VISIBILITY of entries 
@ Eliminate Carbon Collation 
@ Eliminate Carbon Jackets 


DUPLI-TYPER COMPANY, 456 Fourth Ave., New York 16, N. Y. 
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_ aa Ey 
SA VE uw to AQ%" nen UOS TS 


NEW OFFICE-SIZE 


PECK & HARVEY 


CopyMaster 


AMMONIA-DRY 


WHITEPRINTER 


Speed Operations 
in Office, Lab or Shop 
with Whiteprint Automation 


A Thousand or More Letter or Legal Size Copies 
per Hour — Slightly More than {¢ per Copy 


@ This modern dry process whiteprinter brings new time- 
saving, work-saving efficiency in office procedures, purchasing .methods, 
sales and production operations. With the new P&H Office-Size COPY 
MASTER, anyone can make exact, same-size whiteprint copies of forms, 
letters, reports, diagrams, drawings, etc.—from any translucent original 
—for immediate use. Pays for itself over and over again! Specially de 
signed width capacity of 20-inch plus, for cut sheets or roll stock. Syn 
chronized printing and developing up to 30 ft. per min., with full stop 
and reverse control. Easy to install and operate, simple to maintain. 
Priced at $1295 @¢ Send for Bulletin 54C5 


Other P&H whiteprint outfits from $69.5! 


ELA RS em 
REPRESENTING 


Peck & HARVEY “° 


5635 N. WESTERN AVE. * CHICAGO 45 
Since 1937 + Over 15,000 Machines in Use 
MFRS. OF WHITEPRINT, BLUEPRINT & PHOTOCOPY EQUIPMENT 


THe Orrice—October, 1954 





A magic Dial 


. + » is the controlling brain of 
the Thinking Robot . . . it av- 
tomaticatly supplies the exact 

amount of ink for dark, medium 
or light copy. 


REX-ROTARY D-270 is this in- 
genious Robot, designed to sim- 
plify your work. 


It automatically . . . 
relieves you from super- 
vision, . . . rings for a new ink 
cartridge, .. counts and stops 
when the job is completed, etc. 


No more variations in inking, 
all copies are uniform, printed 
with hair-line registration. 

You owe it to yourself to see 
the only clean and reliable twin- 
cylinder stencil duplicator . . . 
the new... 


REX-ROTARY D-270 
DUPLICATOR 


+, ¢ 
atte 
4 
v ' 
19 West 3ist Street 
New York 1, N. Y. 
Tel.: Wisconsin 7-4927 


ASK FOR FULL INFORMATION TODAY 


152 


att 


days from today, or the 
date on which accounting periods begin. 
This calendar tells instantly, day-by-day 
throughout the year, the date of 
interval days, weeks and 4-week account- 
ing periods. This is done by means of 
365 date-finder tables, one for each day 
of the year, placed immediately facing 
calendar page. Future 
day are given for the 
intervals of time most commonly used 
in business. At the back of the Calen- 
extra tables for computing 
periods for fiscal 
Feb. 28, ete. The 
available for 1955, 


of ‘‘so-many’”’ 


exact 


each standard 


dates for each 


dater are 
4-week 
years ending Jan. 31, 
will be 


accounting 
Calendater 


HEAVY MACHINE STAND 
Tiffany Stand 7350 Forsyth, St. 
Mo., Ton-Tested Office 
Machine Stands for the larger, heavier, 
machines 
in Offices. These new No. 9000 
models are larger and sturdier than any 
of the ever manufac- 
tured by Tiffany. Many tests, including 


Co., 
Louis 5, makes 
portable e'ectrically operated 
now used 


previous models 


the rigid Ton Test, were made to be sure 
they had the required strength. In the 
Ton Test, the framework of a_ stock 
Tiffany Stand in a normal caster re- 


tracted, upright position, was subjected 


3200 lbs. An inde- 
pendent testing organization certified 
that after the test the stand was found 
to be in ‘‘as new’’ condition. Features 


to weight of over 
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COMPTOMETER ANNOUNCES.. 
COST-FREE DICTATION 


With Revolutionary NEW 
RE-USABLE RECORDING BELT 


GUARANTEED FOR LIFE!* 


Comptometer, makers of world 
famous Comptometer Adding- 
Calculating machines, presents a 
new high fidelity dictation- 
transcription machine which elimi- 
nates belt replacement expense 
forever. This amazing Erase-O- 
Matic recording belt can be used 
over and over, hundreds of times 
as old dictation is ‘“‘erased’’ mag- 
netically, in seconds. Virtually in- 
destructible, the Erase-O-Matic 
belt resists heat, cold, moisture 
or damage. Guaranteed for life*. 


NOW... ERROR-FREE DICTATION 


Perfect dictation, 
without errors or 
corrections, is 
now possible be- 
cause of Comp- 
tometer’s Erase- 
O-Matic feature. 
Instead of adding 
corrections, as in 
most other ma- 
chines, the dictator simply reverses 
to where error was made and re- 
dictates the correct words which 
automatically wipe off the error. 


Secretaries will welcome this flaw- 
HIGH FIDELITY TRANSCRIPTION less dictation. Transcription effi- 
The new Comptometer dictation- ciency and speed are greatly in- 
transcription machine sets a new Creased with resultant savings. 
standard in voice reproduction *“Comptometer will repair or re- 
through the use of high-fidelity elec- Place any damaged Erase-O-Matic 
tronics. Utilizing magnetic recordi t. Return to factory with 35c 
instead of needles or other cutti COMPrOMmer meme oe 
/ ] tools eliminates scratches ay Felta Taniapaeee Dictation Div ; 
‘ clicks. In addition, Comptometey Gentlemen: w, 9: Co, 1715 y, Pevlin 
_high fidelity records within t} on Transcription ¢ interested in the _ Chicago 22, 41), 


: : , a ; Compt 
voice range and effectively screey ° Matic Recording pon”? oe tiletine aon Office Dieta. 
“out cost or ranteed Eras 
e. 




























































out most interfering office noises. Dual speake O Please seng Complete | Obligation - 
(a confidential, or a conference-type loug ~ Arrange fors pe, nformation 
speaker) playback with true fidelity. The re Na onstration C0) Arrange for » f 
sult is a remarkably authentic reproductio me "007 Day Trigy 
of the dictator’s voice. Secretaries, evey COmMPany TITLE 
beginner-typists, find they can more easil A : 
distinguish difficult words or phrases. Thi DOREss 
new ease in transcribing means more effi City ma | 
ciency and speed with resultant savings A County 

COMPTON ro auet of FE = STATE _ a 







LT 
ETER DICTA Non Sy TARRANT MFG 


SIOK 0 22, | 
N, CHICAGO 22, ILUNOIS | 








Perfect copies in just 15 seconds 


Whatever copying is done in your business — letters, invoices, 
orders, newspaper or magazine clippings, charts... in fact, anything 
written, drawn, typed, or printed — the THERMO-FAx Copying 
Machine can do it 10 times faster than your fastest typist, without 
error and at a fraction of the cost! 

The THERMO-FAx Copying Machine — made by the inventors 
of ‘’Scotch” Brand Cellophane Tape — copies originals up to 842 x 
14 inches in size, whether on transparent, opaque, or two-sided 
paper. Copies are made without messy chemicals, special masters, 
or noxious fumes — it’s a one-step 
process, completely dry from start 
to finish. So simple and easy, any- 
one in your office can turn out 
quality copies without lengthy in- 
structions. 

We'll be glad to send complete 
information without obligation. Just 
write: Duplicating Products Div., 
Minnesota Mining and Mfg. Co., 
Dept. O-104, St. Paul 6, Minnesota. 


(CUCULLD 


im 
Mh 


FsThermo-fa 


COPYING MACHINE 











a 








The term “Thermo-Fax” is a registered trademark 
of Minnesota Mining and Mfg. Co., St. Paul 6, 
Minn. General Export: 122 E. 42nd 


St., New York 17, N. Y. In Canada: Pht 
London, Ontario, Canada, A 
s 
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of the Ton-Tested series include 16” x 20” 
stecl drop leaves for greater 
area; ten large and rounded corner 
braces and a V-type cross brace; easy 
easter operation even with 
the heaviest machines because of the use 
of rollers instead of pins on the caster 
retracting Newly top 
cups hold practically all office machines 
whether the feet 
square, oblong or rectangular. The open 
top design is also adjustable to hold ma 
chine 
7” x 17”. Particularly recommended for 
electric typewriters, 
bookkeeping 


working 


retracting 


device. designed 


machine are round, 


bases from 64” x 64%” to 


heavy portable 
statement 
listing 
other 


machines, 
and 
calculators 


ma- 


chines, posting machines, 


printing and similar 


types of machines. 


OFFICE DECORATING 

A. Blank, 
York 4, N. 
sistance in 
offices. 


Inc., 74 Broad Nev 
Y., provides professional as- 
planning and redecorating 
Upon their receipt of a floor 
plan, they prepare and submit for ap 
proval a finished plan that includes fur 
niture and accessories like drapes, floor 


St., 


coverings, pictures, lamps and wall col- 
ors. Actual samples of fabries and fin- 
are included. Each item is 
fully color-coordinated so that the result 
will be an efficient and attractive work 
place. Upon approval (or with any de- 
sired changes) they can supply every 
item called for in the new layout. One 
order takes care of everything for large 


ishes eare- 
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FF ENVELOPES 
IMES FASTER 


than by hand with 
NEW COMPACT 


MODEL 
1 


+7959 


plus taxes 


Easier to use than a duplicator! Any office 
girl can operate the new Insert-O-Matic— 
five times faster than costly hand insert- 
ing, with greater accuracy and neatness. 


These features save you time and money: 


1 3000 insertions per hour 4 
—into any stock envelope 
from No. 6 to No. 10. 


Compact . . . Measures 
only 40” x 16” x 18”. 


Automatic flop opener. 
Inserts 1 to 6 folded sheets 


with or without stoples. Automatic check detector 


guarantees single check 


Fast; efficient, foolproof. insertion.* 


*Check detector, flap closing and 
sealing attachments available. 


PRINTING DEVICES, inc. 
1707 North 25th Avenue 
Melrose Park, Ill. 


Printing Devices, Inc. 
1707 North 25th Ave. 
Melrose Park, Ill. 


Please send me your FREE 
the work of 5 girls.” 


DON ical siceitpeesibainiinia alain 
Company 
Address 


Zone—__ State. 


| Saas ceissiinaisenbccidiie 


155 














SALES & ORDER 


TOP SHEET OR 
SECOND SHEET 
IS YOUR 
PRINTING PLATE 


Form is completed in 
one writing—and top 
sheet or second sheet 
is your printing plate 
for running off as many 
copies as you require 
on your offset dupli- 
cator or Ozalid ma- 
chine 
Only Replimat One-Write System gives you 
these exclusive advantages 
Can be folded for mailing 

2. No slip sheeting necessary. Where master 

printing plate sheet is in second position, no 

slip sheeting is necessary since the carbon 

cannot affect or tone the Replimat plate. 

Resists fingerprints 

Eliminates etching 

2-year shelf life guaranteed 

Replimat master can be used on offset dupli- 

cator or Ozalid machine 


We guarantee to reduce your costs 


The Replimat One-Write System is the ideal 
money-saver for food, grocery, liquor and package 
goods order forms; inventory, replacement and 
spare parts sheets; export-import forms etc 

We also produce marginally punched continuous 
forms, teletype rolls and all business forms. 

We will design an operating system to suit your 
needs. 











CALL FOR REPRESENTATIVE TODAY! 


REPLICA corroration 
Manufacturers of Offset Duplicating Supplies 
154 NASSAU STREET NEW YORK 38, N. Y 





or small offices. This firm has had long 
experience in office planning, having been 
established in 1899. There is no charge 
for this planning service which can be 
obtained from their above New York 
address and from their establishments 
at 830 Wilshire Blvd., Los Angeles, and 
15 W. Fiagler St., Miami, Fla. Write 
nearest address for complete information. 


SPIRIT DUPLICATOR 

Heyer Corp., 1821 5S. Kostner Ave., 
Chieago 23, Ll, makes the Conqueror 
Model 76 Eleetrie Spirit Duplicator for 
push-button automatic operation. A red 
control button starts the first sheet 
through and the last sheet shuts off ma- 
chine and motor, leaving the operator 
completely free for other tasks. The 
Model 76 Conqueror has all the impor- 
tant features of the non-electric Model 


70 Conqueror, including fluid control, 
raise-and-lower control, visible fluid sup- 
ply, built-in reset counter, adjustable 
pressure control, and positive master 
clamp plus electrie features and push- 
button control. Especially adaptable to 
systems duplicating, push-button control 
in combination with a locking device on 
feed mechanism offers one-turn revolu- 
tions. One sheet can be hand-fed at a 
time to duplicate one sheet at a time. 


INTERCOM SYSTEM 
Automatic Electric Sales Corp., 1033 
W. Van Buren St., Chieago 7, Ill., offers 
free brochure which describes how the 
Jacob Ruppert brewery makes use of a 
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FOR ALL NOISY 
OFFICE MACHINES 


Key punch operators must sit right IN the NOISE from their machine. 
Other tabulating people are not confined at their machines and walk 
around the room. 


Sof’Tone Acoustical Cabinets absorb 100% of the harsh metallic 
pitch of noise. This is the nerve racking element of noise that makes 
concentration and accuracy difficult. The new sound level created is 
further reduced 70% at its source. 

Sof’Tone has perfect indirect fluorescent lighting over the entire 
work area. 


For better key punch operating conditions resulting in increased 
production and accuracy, use Sof’Tone. 


Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 
makes, models you use and measurements. 








10 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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ALL-AROUND STAPLING 


PERFORMANCE 
IN THE OFFICE 


oo, 1h \\es= 
pee 


Standard 
HEAVY DUTY PRODUCTION STAPLER 
Staples up to 40 sheets of 16 lb. bond. 


W No. 105 
™ Standard 
4-WAY MACHINE 
Stapler, Tacker, Plier, Le 
Temporary-Permanent Stitch. «~~ "S3, 


ee 


‘eo / ~~ 
ah) 


Model No. P-98 

PLIER TYPE HAND STAPLER 

Compact, portable for stapling papers 

at files and other hard-to-reach places. 
FILL IN COUPON AND MAIL 


ee mE TE ee EO Me OT 
[arrow Fastener Company, Inc., Dept. O 


One Junius Street, Brooklyn 12, N. Y. 
l Please send literature on your office staplers 


P-A-X private internal telephone system 
in controlling quality and integrating 
complex stages of brewery operation. 
Specific application of the telephone 
facilities on controlling processing opera- 
tions, speeding product distribution serv- 
plant effi- 
ciency are discussec in detail. General 


ice and inereasing general 
specifications of telephone equipment are 


listed and illustrated. 


VISUAL CONTROL SYSTEM 
Div., 
Corp., Lansdale, Pa., 
Visual Control 


revolving dises slide on 


Products 
Plan-o 
boards in which 
rails. In addi 


Plan-o-matie Lansdale 
introduces 


matic 


tion to ten color combinations, dises come 


with numerals 0 to 9 so that numbers 


can be accumulated in registers and 


projected in color bands alongside. All 


units traverse the background rather 


APAE svvunonens 


than being attachments or marks. Index 
units are made for titling. Units engage 
in rails which are set into a frame. Ex 
pired sections of units can be removed 
and live sections slid intact into their 
places. Discs in a unit revolve at the 
flick of a finger or pointer to indicate 
progress, ete. Plan-o-matic’s compactness 
allows 5,280 possible colors or numerals 
per square foot of board area. The sys 
tem is adaptable to every control appli- 
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Is Your Company 
Knee Deep 
in Paper Work? 


Now You Can Cut Paper Work 
in These Key Operations! 

CZ Invoicing ©) Purchase Orders 

CG Financial Reporting C) Production Orders 

C Receiving Reports (©) Back Orders 

© Accounting C Shipping Orders 





A"One Writing” Business System Based on the 
New Copyflex Model 100 Solves Your Problems! 


Here it is! The compact, low priced, seconds. It makes up to 300 letter 


desk top copying machine that’s 
ideal for ‘‘one writing’’ business 
system paperwork — that brings the 
advantages of mechanical copying 
within reach of practically any 
pliant and office! 

The Bruning Copyflex Model 100 
turns out exact copies of invoices, 
purchase orders, statements —of 
anything typed, written, or printed 
on ordinary translucent paper—in 


size copies per hour at a cost of less 
than 2¢ each. Produces copies 
up to 11 inches in width by any 
length. It is clean, quiet, and 
simple to operate. No stencils or 
masters are required. No messy 
inks or fumes are involved. 

Let us show you how this versa- 
tile copying machine can help you 
cut costs and increase your operat- 
ing efficiency. Mail coupon today! 


Charles Bruning Company, inc. 

4700 Montrose Ave., Chicago 41, Ill., Dept. 805 
Please send me more information about the 
Bruning Copyflex Model 100. 


Title. _ 





(BRUNING ) 
Opyhex 


SPECIALISTS IN COPYING SINCE 1897 





Neme 
iceniisintmene 
Address sales 





paper— 
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NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW Banta mm 10 


portable shredding machine tai especially 
for office use! Quiet, compact, streamlined! 

Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 
GO IN HERE 


af. UNREADABLE 
SHREDS COME 


OUT HERE 


SHREDMASTER 


a ¢ 


whe 
PSAP CEAME FI 


A Division of Self Winding Clock Company, inc 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 





cation, vertically or horizontally, and is 


described in literature available from 


above address. 


GLOBAL CLOCK 
Lloyd (Laboratories), 2520 8. 
Catalina St., Los Angeles 7, Calif., makes 
the Leatart Global Clock which indicates 
a.m. and p.m. 


Giles 


time, day and week for 


any place in the world. For example, if 
Berlin 
clock 


York 


time in 
look at the 
3:10 p.m, in New 
would be 9:10 p.m. Tuesday 
5:10 a.m., Wednesday, in 
Therefore, for 23 


it is necessary to know 
and Tokyo, a 
you that 
on ‘Tuesday 


quick 


shows 


in Berlin and 


Tokyo. hours out of 


each 24 there are two in effect. 
Knowing the day of the week, and an. 
and p.m. at any place is as important 
as knowing the time at that place. It is 
not necessary to understand operation 
of the International Date Line 
the clock this 
Its dial appears like any 
except that it 
world time 
trated) for 
nickel 
large 
plied 


finest 


days 


because 
computes automatically. 
12-hour clock 
earries the additional 
information. Model 54 (illus 
desk or wall has an 8%” 
unbreakable dial with 
letters and numerals. It is sup 
with an elock 
quality, 115 v, 60 


trimmed 


electric motor of 


cy cle, and 6’ 
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NOW— 


positive cleanliness 
in duplicating —it’s 


AZOGRAPH 


Here is a completely new, patented, 
low-cost way to duplicate copies. It is fast. 
It is simple. And—for the first time—here 
is a process that is completely 

clean from start to finish. 


Write today for complete information 
without obligation. 





= A-B-DICK 


THE FIRST NAME IN DUPLICATING 


A. B. vier, and AZLOGRAPH are registered 
trademarks of the A. B. Dick Company 


THe Orrice—October, 1954 





cord and wall plug. Mounted in a strong, 

|unbreakable one-piece metal case with 
jattractive gray enamel baked finish, 9” 
| wide, 10” high, 314” deep. Can be at- 
tached to wall by removing one screw to 
|remove base. The Leatart Global Clock 
|is a precision world timing instrument 
|as reliable as the electric current that 
|operates it. Exact time at locations not 
|shown on dial can be quickly found in a 
simplified booklet furnished with the 
ciock. Priced at $39. 


FILING SHELF 
Metal Products Engineering, Ine., 4000 
Long Beach Ave., Los Angeles 58, Calif, 
makes the heavy-gauge, all-aluminum MP 
File Shelf that attaches firmly through 
the handle of any filing cabinet drawer 
to provide a steady, convenient working 
|space. The MP File Shelf is 11” wide 
and 134%” long. Papers and completely 
filled filing baskets may be placed on the 
shelf for ready reference. Turned-up 
A stable typing platform lessens fatigue. 
This means fewer errors, better typing 
alignment; and both the machine an 
the desk last longer. 
Check these features: 
@ Automatic self-locking mechanism, no 
jamming. 
« Adjustable to any height from 17" to 
a 
@ Positive support of over 200 ibs., no 
slipping. 


@ All metal construction, smooth no-snag 
finish. 





@ Instantly installed or released. 
@ Telescopes to fit any desk drawer. 
@ Will not mar desk or floor. 


Pays for itself in a day by reducing typing 
errors, erasing and retyping. 


Order today and let your typists decide 
if it isn't just what they need to produce : 
better looking, more accurate typing. sides prevent material stacked on the 


FOB Los Angeles | Shelf from slipping off. The flat, level 
surface of the MP File Shelf is also con- 


4 conte venient for making notes while working 

KON (e (ie with files. The shelf has rubber bump- 

va ers to prevent marring or scratching 

cabinet drawers. A hole in the bottom 
CORPORATION C ioe of the shelf allows users to put the shelf 
out of the way by hanging it on the 
2339 Cotner Ave., Les Angeles 64, Calif. | guide-rod knob of a file drawer when 


Dealer inquiries Invited not in use. The MP File Shelf lists 
at $7.95. 
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ew Do-it-yourself 


PLASTICO BINDINGS 


Many firms have asked us if it is pos- 
sible to do plastic binding without ma 
chinery or equipment. The answer is 
“yes, you can ‘do-it-yourself’” ... 
if the jobs are limited to small 
quantities. 


“Plastico” Binding licensees can show 
you how to insert “Plastico” binders 
by hand into “Plastico” punched body 
pages and covers without equipment... 
as illustrated above. 


The punching of the blank or printed 


body pages and covers requires the 
skill and experience of trained punch- 
ing machine operators, and should be 
performed by “Plastico” licensees who 
have the specialized power punching 
machines and punching dies for pre- 
cision punching. “Plastico” Binding 
licensees can supply you with the gen- 
uine ‘“Plastico” Binders in correct 
SIZES. 


Write for the names and addresses of 
the “Plastico” Binding licensees con- 
veniently located near you. 


PLASTIC BINDING CORPORATION 


Originators of Plastic Binding in America 


732 Sherman Street 
Chicago 5, Ill. 


15 West 24th Street 
New York 10, N. Y. 











Headliner 


FORMS and DEVICES 








Leading Stationers v 
Geveliopmer f 


forrr C 
form r 
Continuous forn 
n 


ade headiir 


< 


¥ 
wo 


Sensational Hano N.C.R. Business Forms wit! 
paper developed by Nationa ash Register 
Co. Write up to four ¢ es, type up to seven 


copie 


Hano Refolder Registers, 


ea 


ty 
HOLYOKE masse 
, 
MT. OLIVE*HLLINONS @ 


A... 7 


JA 


i 
\ 


vo . P ~~ \ 


Branch Plant 


General and Saics Offices: HOLYOKE, MASSACHUSETTS 
Branch Plant: MT. OLIVE, ILLINOIS 





STATIONERY DIRECTORY 

Haines Publishing Co., 1121 W. ‘Tus 
carawas St., Canton 2, Ohio, publishes 
the Criss-Cross Stationery Directory for 
retail stationers. While basically a cross 
reference directory listing comparative 
numbers of stationery supply items, the 
directory is also designed to serve as an 
outside salesman’s catalog. All items are 
indexed alphabetically by name, nu- 
merically by product and item by item, 
showing different manufacturers’ com 
parative numbers. Thus, a dealer can 

















substitute from one line to another and 
identify items where only a number is 
known. Profusely illustrated, the Criss 
Cross Directory indicates which lines are 
exact equivalents and whieh are only 
possible substitutes. A section of miscel 
laneous information is included to show 
various statistics and standards used in 
the stationery field, along with pricing 
and discount tables. Bound in loose leat 
form, 11” x 8%”, the directory is sold 
on an annual basis with revisions and 
additions issued quarterly, Subscribers 
may request comparative information on 
any special line they desire. The service 
is offered free on 10-day approval. 
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how to hear the heartbeat 
of your business ... with 


minifon 


world’s only Pocket Recorder 





1. Slip Minifon in your pocket and forget it— 
while it secretly records interviews, conversa- 
tions and entire meetings. 

2. Slip Minifons in your salesmen’s pockets 
and get secret recordings of dealers’ and con- 
sumers’ “off the record” opinions. 





3. Slip Minifons in the pockets of your travel- 
ing executives — have verbatim field reports 


4 : if mailed to you as letters as soon as they're re- 
MINITON corded. Receive them weeks in advance of 
Minifon works on Battery written reports — and free of the errors-of- 


or AC, records up to 214 memory which written reports often contain! 


hours at a time, plays back 4. Use Minifon as a traveling secretary, too! 
through own earphones, 


Minifon Conference Speaker “Talk to it” while you drive, fly or play golf. 
or any radio speaker. Re- Hides in your pocket and hears all—has a play- 


cordings are fully controll- back control for your typist, too. 
able, easy to edit or erase, 
re-usable — and may be Minifon is the world’s highest-precision re- 
mailed as letters. 2 a 

corder . . . easier to use, easier to listen to. 
Get full facts from Dept. T—-GEISS-AMERICA, 


Chicago 45, Ill. 











Learn how Minifon is used in your 
business or profession. 


S 
~ 


EXCLUSIVE REPRESENTATIVE: u! Sy Geiss-America CHICAGO 45, ILL. 


‘ 
S 


Aap 
a 


Distributors: A few valuable Franchises available. 





The new quick way to 
make offset plates— 


mr. 


OZALITH ... the first 
sensitized positive paper 
plate ... from original to 
running press in 90 seconds! 


Now for the first time . . . you have 
Ozalith—a positive paper offset plate that 
can be made directly from any translucent original. 

Just place the original on the Ozalith plate, and 
expose in an Ozalid machine—Bambino to Printmaster_.¥ 
—or any similar light medium. 

Put the exposed plate on the press cylinder, swab with 
developing fluid and fixer, and it’s ready to print. The 
whole process takes less than 90 seconds! 

No darkroom, negatives, trays or dryers are needed. 
And this new paper plate is so inexpensive that it needn't 
be filed. Overruns are unnecessary. One translucent 
copy enables you to make quickly a new plate if more 
copies are needed. 

For a demonstration, call the nearest Ozalid 
distributor. Or write 173 Ozaway, Johnson City, N.Y. 

OZALID—A Division of General Aniline & Film 
Corporation . . . From Research to Reality. 

In Canada, Hughes Owens Company, Ltd., Montreal. 


OZALITH 
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LITERATURE DISPLAY RACK 

Specialty Sales, 1221 W. 
Chestnut St., Chieago 22, Ill, makes 
the 6-T Display Rack, compactly con- 
structed for counter and table-top use, 
with four rubber feet to prevent damage 


Halverson 


to the surface. Instead of scattered 
literature haphazardly arranged, the 6-T 
assures a place for every pamphlet. Tilt- 
backs prevent pieces from leaning for- 
ward and keep them easy to see, select 


Overall dimensions are 
101%” deep and 19” high, 
2614” wide. The rack 


and replace. 
27 71%” wide, 
with 6 tiers each 
is sturdily made of heavy gauge 
finished in Hammerloid baked enamel. 
Lists at $17.50 f.o.b. above. 


steel, 


SHIPPING SYSTEMS DATA 


Weber Label & Marking Systems, 
Dept. O-10, Mt. Prospect, IIL, offers 1 
complete shipping systems information 
kit, prepared to give all the information 
needed to solve marking and labeling 
problems. It contains separate folders 
showing how to use the Weber Tab-On 
stencil to prepare shipments (how you 
can save time and eliminate errors in 
the preparation of stencils for marking 
shipments); how to use the Weber direct 
to-container marking system to print 
facsimile labels and address addresses 
right on cartons; and how to print labels 
and fill-in addresses or other variable 
informatioa in one fast operation. Plus 
complete information of numerous varia 





A Valuable Asset to Your 
Photo Copy Department 


SIMPLEX 


PEERLESS JR. 
Photo Print Dryer 


A versatile dryer designed for 
the small photocopy depart- 
ment or office where space is at 
a premium. Dries photocopy, 
blueprint, and photographic 
papers. Results comparable in 
quality to that achieved by 
larger and more costly equip- 
ment. 

14” width belt positioned auto- 
matically. No slippage. Drying 
capacity—100—814” x 11” prints 
per hour. Operates on 110 V. 
15 Amp. current—A.C. or D.C. 


118 West 14th St. 





SIMPLEX SPECIALTY CO., INC. 


Write today for descriptive lit- 
erature showing specifications 
and price information. 


New York II, N. Y. 
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GRAPHIC VISUAL CONTROL 





THE BOARDMASTER SYSTEM 
%& Graphic Picture of Your Operations — Spotlighted by Color 
%& Facts at a Glance — Saves Time, Money, Prevents Errors 
% Simple and Flexible. Write on Cards, Snap in Grooves 
te Made of Metal. Compact, Attractive. Over 40,000 in Use 


Some Typical Applications 
PRODUCTION © TRAFFIC © SALES 
INVENTORY © SCHEDULING 
LOADING © AND MANY OTHERS 


24-Page Illustrated 
FREE 


BOOKLET NO. F-500 
“y 





Without Obligation 
Write Today for Your Copy 


GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N.Y. 





COTTERMAN TUBULAR 

WELDED STEEL 

SAFETY LADDERS 

For Filing Rooms, 

Stock Rooms, Vaults 

Strong—Eosy to Move. 

\ Easy to Climb. 
ME Mounted on Swivel Brake 
ime Casters which allow the tad 
der to be rolled freely wher 
no one is on it, When yor 
step on the tadder the rub 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in 7 heights—3 widths 
Send for Circular 53-0 and 

prices 
1. D. COTTERMAN, Mfr 
1535 N. Ravenswood Ave 
Chicago 40, It 








tions with these basic systems. Kit also 
contains sample stencils and information 
to help select the best svstem available 
to solve a particular marking or labeling 
problem. Complete shipping systems in 
formation kit is free from above address. 


PAYROLL RECORD BOOK 


Dome Publishing Co., Dept. O, 
Smith St., Providence 3, R. LL, 
completion of a short-cut payroll book 
which will be marketed this Fall for the 
first time. 
Short-Cut 


30-36 


announces 


Using the brand-name, Dome 


Payroll Book, it is designed 


- PAYROLL BOOK 


mae Yate | 


v 
a 
oo 
S 


+?) 
o* 
tt 


& a 
Com pohited men “I of wm Senet mens 
deten > oe SO EMPLOYERS «=f! 
WOFRA) Ane STATE “4° 
sil | ! 
ia « , 


to eliminate useless repetition of rewrit 


ing names and figures, User writes it 
word 1s 
duplicated for an This 
Dome Payroll Book is authored by Nich 


Olas Piechione, C.P.LA. and tax specialist, 


only once; no name, figure or 


entire Vvear, 


who is the author of the Dome Simplified 


Weekly Book keeping Reeord. 


TABULATING CARD FILE 


Remington Rand Ine., 515 Fourth Ave., 
New York 10, N. Y., 
eard file that increases the efficiency of 


makes a tabulating 


machines and operators in all tvpes of 
This Aristo 


crat file, housing 80,000) punched cards, 


punched eard Operations, 
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the first truly gutomatic 
electric duplicator 


Famous Industrial 
Designer 

Jean 

Reinecke 


MODEL 76 


$325° 


ae ee 


PUSH-BUTTON control for automatic starting and 
stopping makes the new Conqueror Electric Spirit Dup- 
licator the first truly automatic spirit duplicator on the 
market. 

Styled by famous Jean Reinecke, the Model 76 
isn't merely a motor added to the highly popular, hand 
operated Model 70, for as you can see, the motor drive 
is not an appendage ~~ it was carefully considered from 
the inception of the Conqueror series. Scientific design, 
and built-in unit construction gives you the sweetest 
mechanism, the most smartly styled, the most versatile 
and efficient office machine you've ever seen. 

Push the button and the motor and feed start operating. 
The last sheet through turns off both feed and motor. .. 
automatically. And, if you're interested in single sheet 
feeding as in systems duplicating, there’s a feed lock- 
out, and a single revolution of the cylinder is obtained 
by merely pressing push-button. Spirit of "76 duplicating 
is completely effortless .. . at this low price it's a natural 
for any office, school, church or institution. 


i 
[| _ ee The HEYER Corporation 
Se | 182] S. Kostner Ave., 
1 Chicago 23, Ilinois 
Famous.~'n 


Duplicating 
for over 


CONQUEROR 
‘SPIRIT OF 76° 


THE ELECTRIC 
DUPLICATOR WITH 
ALL THE FEATURES... 


VISIBLE FLUID SUPPLY 
always know level of fluid 
tank, no pumps or rubber hoses 
to get out of order 


FLUID CONTROL — Meosures 
exoct flow of fluid to paper 

compensotes for any kind 
of paper, ony atmospheric con 
dition 


ADUSTABLE PRESSURE CON- 
TROL — Assures moximum copy 
runs of always brilliant copies 
Should copies lighten, adjust 
control 


RAISE AND. LOWER CONTROL 
— Simple dioling of contro! 
wheels raises or lowers print on 
page. Forget al! centering tricks 


ROTARY FEED—Electrically op 
erated, rips the copies through 
in perfect registration paper 
size up to 9 x14 inches 


BUILT-IN RESET COUNTER - 
Alwoys in view of operator 
you run exact number of copies 
you need 


50 years 


— SUTTON CONTROL - 
h - bu arts duplicator 
nning last sheet through shuts 
off machine and motor. Can be 
pavcllct og ‘tingle sheet, hond 
feed for systems use 





NEW HOME OF U.S.E. RESEARCH AND 
PROCESSING LABORATORY, METUCHEN, N. J. 


Seal Hap Gum get tt Ph D kore 


For years, the U.S.E. Laboratories have 
taken the lead in the development of new 
envelope gums. Their work with starches 
and dextrines, plasticizers and wetting 
agents, — and copolymers . . . has 
produced thousands of gum formulas. But 


only those able to pass the “Final Degree” 

tests become U.S.E. brands, such as GRIP- 

QUIK®, TROPIC-SEAL, SELF-SEAL® 
. and now the new vVx SEAL.* 


vVx, the improved synthetic-type seal 
flap gum, is a recent graduate, having 
passed all final tests. It offers visibility, 
instant tack with normal moistening, posi- 
tive seal by “hand” or machine, neutral 
taste, pressman’s OK, and resistance to 
curl and humidity. 

vVx is now being used on all stock Com- 
mercial and Official sizes of White Woves 
and Bonds. Ask for samples. 


Letcnd these Doors 


—-7P 


170 


a aie “ © 
UNITED STATES | (oye 
ENVELOPE COMPANY 


. the U.S.E. Guarantee has 
its roots. Here in this modern 
laboratory experienced techni- 
cians with improved instrumen- 
tation continue their never- 
ending task — to make sure to 
make better every U.S.E. prod- 
uct. That’s why it pays to 
specify U.S.E. envelopes. 


*T.M. Reg. Appld. For 


Springfield 2, Massachusetts 
15 DIVISIONS FROM COAST TO COAST 
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combines the push-up reference feature, 
positive locking of compression followers, 
easy tray stacking, and trays-in drawer 
principle. All drawers have latches and 
labels on drawer fronts and tray fronts 
for quick, accurate tray replacement. 
Card warping and lost machine time are 
eliminated by the touch release follower 
blocks with extra compression levers. 
Free descriptive folder LBV636 describes 
the Aristocrat Tabulating Card File and 
the Safe-File. 


POSTURE CHAIR 


Milwaukee Metal Furniture Co., 101 
N. Campbell Ave., Chicago 12, Ill., makes 
the M-30 De Luxe Clerical Posture Chair, 
attractively styled in metal with com- 
pletely self-adjusting posture design. It 


has 21%” Airfoam seat cushion and 1” 
Airfoam back cushion. Back and seat 
covers are removable. Rubber bumper 
around seat protects desk. Adjustable 
back has spring tension and backrest is 
hinged. Seat is 17%” wide, 14” deep. 
Backrest is 13” x 8”. Seat height ad- 
justs from 16%” to 20”. Height of back 
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This 
letterhead and 
business form paper is 


the industry's standard 
for judging uniformity 
of cockle 
finish, 





above seat adjusts from ia’. te 436". 
Equipped with 2” 


soft rubber wheel hall 
bearing casters. 


LABEL TYPEWRITER 


Gramont Corp., 2756 





Rowena Ave., 


Los Angeles 39, Calif., announces the 


Adler Label Writer typewriter which 


takes four sizes of labels at one time. 


Snap-i-Set 
Is Anxious to Serve 
You Sir! 





Only the particular label 


being typed 
will revolve on the 


platen. This ma 














(7 


chine can be used as an ordinary type 


7 
writer without any changes whatsoever. 
SEND US YOUR mull information from above address. 
Inquiries and Orders STATEMENT STICKERS 
For Lithographed Carl E. Strickler & Co., Highland 
One-Time Carbon Park, Ill 


.. makes colorful stickers which 


Business Forms 
KK * 
Guaranteed 
Quality—Service 
Economy 


General Multi Forms 


Sales Company 
Post Office Box 1094 
Nashville, Tenn. ae ea Wi ais 
. iave been used for many years by busi- 
Write For Our New ness firms for calling customers’ atten 
Catalog Today 


tion to delinquent accounts and building 














THe Orrice—October, 1954 





From 
ORIGINAL 
PLAN 


COMPLETE ~ 
OFFICE, 


Rhitilial”  v bills, 


Tell us your requirements. We submit, for your 
approval, finished layout with every last detail 
of the complete installation: furniture, accessar- 
ies, drapes, floor covering, lamps, pictures, wall 
colors and actual samples of fabrics and finishes. 


There is no charge for this service. 
Consult us before planning new 
offices or redecorating. 

Office Furniture 


A. BLANK, Inc. Since 1899 


NEW YORK: 74 Broa St & 7 E. 46 St 
LOS ANGELES: 830 Wilshire Bivd. 
MIAMI: 15 West Flagler 


“ 


se - 
This is wonderful ! 
A simple, yet efficient key control system. 
Write for free catalog 0-13 
P. O. Moore, Inc. 
300 4th Avenue, New York 10, N. Y. 


TELKEE 
\7 Moore Key. Control 


Key Cabinets, System Parts & Illustrated Instructions 
FOR FILING AND CONTROLLING KEYS 
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Check the 


New 


MODEL 500 


-DRESS-R 


WITH 
AUTOMATIC 
PLATE FEED 





395° 


Plus 


Uses metal plates that change automatically. 
Feed hopper capacity 150 plates. 

Prints thru a ribbon in consecutive or repeat 
impressions. 

Skipper provides for selective addressing 
Makes clear carbon copies. 

Takes any size sheet up to 14" x 17" 

Listing table can be used 

Speed up to 1200 |.P.H. 

Embossed plates only 5c each. 48 hour mail 
order service. 


NETTLE MANUFACTURING CO. 
27 Huntington Ave * Boston 16, Mass 
Dealers in principal cities. Send for Circular ‘E' 





BUSINESS CONTROL SYSTEMS 
with 
MAGNETS 


@ See your whole bus- 
iness operation in a 
lance on a MAG- um 
aaa ‘eRniwet 
Colorful magnets, PE MARKET 
all shapes and sizes, "sl 
can be arranged to _ IMAM Mil 
fit your needs. Mm PRODUCE ARE 
Magnets move eas- _ MTRONBTE At 
ily. Hold firmly. ernment 
Make no marks O10 O1L GO SALES 
Last indefinitely SOTBEARS DIP 100 
MAGGIE equipment HSE, OT WET DIP 
enables any ar- CRUE PET ORF 
rangement for: PRO- omni © | 
DUCTION + SALES nos 8 8 = ©=6©|C gs 
e JOB STATUS « AATION'S INDUSTRI eo 
MAPS ¢ PLANT = iscomnopne ate 
a 


LAYOUT + MANY TT Open 
FREE CATALOG 
0-100 


Apert 
WOILDERS be BES 
hae ener 
COTTON WEAK Ens 
BY OL COMPANIES 
COMPANIES \SS08 
CARD) MOS POURS 


OTHERS. 
Ideal for visual pre- 
sentations, too 


Visit us at Natl Business Show. Stand 215 


maggie magnetic, inc. 
40 E. 32nd St., N. Y. 16, N. ¥., MU 3-4378 














SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 





56 LAFAYETTE STREET, NEW YORK 13, N. Y. 


Send samples of SPOT CARB forms and 
free booklet "How to save with SPOT 
CARB" 


ADDRESS 
SIGNED 


| collections. 


| address 





good will. Stickers come in individually 
bound books which fit into a cover hold- 
ing 6 to 12 books for 


Some of the largest 


convenient use. 
nationally known 
firms use these stickers successfully for 
Free 
contains 


from above 
and illustra- 
stickers 
with prices and names of users. 
inquiries are invited. 


literature 
samples 
tions of these 


many of along 


Dealer 


STENCIL DUPLICATING INK 
American Stencil Mfg. Co., 2714 Wal- 
nut St., Denver 5, Colo., makes Sure 
Rite No. 4100 DF Rite-Dri Ink, a fast- 
drying, spirit-type ink, for closed eylin 


SURE RITE 
DUPLICATING 
INK 


Poy 


RiTE-OR! 
4100 *'' 


acne 





der, electric machines. It produces sharp, 
clear copies without penetration or off- 
Slipsheeting is unnecessary. Ink 
washes off stencil easily and does not 
stain operator’s hands. This 
ink must be kept air-tight at 


set. 


type of 
all times 


for repeat mailings +“ 


your addre ng should be done on 
Catbo-Snaft 


Make 


Use your type 


iltiple addressing label 


up to 6 addresses with one typing! 


writer, your typist and 


i) 
WD 00 


9D Murray Street, New York 7, N. Y. 


Carbo-Snap. Ask for free sample 


and the complete story 


Penny Label Company ° 
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Plan for better business ... with 


Office equipment you can really sell . . . Security CRESTLINE. Design, 
workmanship, efficiency, planning . . . point for point CRESTLINE Office 


Furniture meets every specification of even your most exacting customer. 


“There is nothing finer” .. . that idea which 
he Cast introduced CRESTLINE is still as true today. 


It is the strongest sales tool in your salesmen’s kits. 














In CRESTLINE you have a product that 
can be solidly sold. 


SECURITY STEEL EQUIPMENT CORPORATION + AVENEL, N. J. 
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It’s Revolutionary... 


b-On stencil 


curs 
SHIPPING 
PAPER 


The new Weber Teb-On Stencil is prepared 
evtometielly with the typing of the in- 
voice or bill of loading 





Speeds up 
Addressing 
of 
Shipments, 


With the Weber Tab-On Stencil and hend 
printers you con oddress tobels, togs o- 
conte mers et @ rate of 40 per minute 


Yes, here’s a fasier, more economical way to address 
containers for shipment with the amazing new Weber 
Tab-On stencils pping 
paper work is made out stencil isautomatically prepared 
in same typing. Then just clip stencil to Weber hand 
printer and you're ready to address labels, tags or con- 
tainers . addresses 50 per minute . . 7500 without 
re-inking. Saves typing time, eliminates errors. It’s low 
cost, too less than 2c to prepare a stencil including 
labor and material 


Eliminates delay when shi 


another--------+ 


Weber 


system 





33 

Send for FR 
Detailed Information or 
the Weber r Tab-O n-Ste 











Name 

Firm 

Title 

Address 

City State 

WEBER LABEL AND MARKING SYSTEMS 
Dept. 0-10, Mt. Prospect, II. 
Div. of Weber Assrecsing Machine Co. 


Ger een e nen 5 


the 
Sure 


duplicator must 
Rite Plastie 
Literature from 


the ink ov 


CON ered 


and pad 


be with a 


Guard when not in use. 


above address. 


POSTAL SCALE 
Div., J. L. Galef 
Chambers New York 7, 
the Atlas Postal 
either ly or yy OZS. 


and 4 Ibs. 


Scale & Son, 
ee 


Seale 


Atlas 
85 oe 
announces eal 
brated 


cities of 2 


In for capa 


Its convenient size 


has 
full 
reading. 


little and it an 
postage indicator 
arm for fast, Atlas 
Scales can be adjusted to be level on ir 
and have bubble level 
to sell for $49.50. 


from 


takes 
read 


space easily 


guide with 


accurate 


surfaces 
Made 
information 
LONG RUN STENCIL 
Dick Co., W. 
31, lh, makes a 


DOO series) 


Dick 


regular 
indicator. Com 


plete above address. 


Ave., 
duplieating 
for 


5700 


A. &. 


Chicago 


Touhy 


steneil (2 designed use 


with A. B. quick mimeo 


drying 





Save Thousands of Dollars a Year 
By Using VOICE REPORTING 

Take advantage of the experience of the Dept. of 
Defense—-Air Corps, Army, Navy and Marines train 
their personnel in this reporting technique 
e Speeds of 200-250 w.p.m. can be attained by most 

anyone within a matter of weeks. 
e No knowledge of shorthand re- 

quired. 
e Affords upgrading opportunities 

for personnel. Use 

REPEAT -0-MASK 

in noisy places for 

silent dictation. 
e All breathing prob- 

jems are eliminated! 

Franchises available. 

Write for literature. 

VOICE REPORTING CO. 

38 Park Row, New York 38 
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=Grapl a-moric. 


A NECESSITY IN MODERN BUSINESS —— 





| Here’s Another 
|| Way To Save Money! 


i) Wherever stapling is done in 
at your office ...or plant... 
{ STAPL-A-MATIC will do it faster, 
if better, more economically! 









The Automatic Electric Stapler 








| STAPL-A-MATIC — stapling is 
Hi effortless ... uniform ... quiet 
| .-. fool-proof! No more lost hours 
| “banging away” at old fashioned 


ii staplers. 


i It’s Portable — plugs in any- 
A where. 


i Instantaneous ...no set speed 
or timing cycle. 


| Pays for itself in no time — 
+ cuts costs up to 70% or more. 


THE ~Sfoplex co. 


775 Fifth Avenue ¢ Brooklyn 32, N. Y. 











Just Insert the Work 
Two Hands do Much More 





Write for literature 


THE STAPLEX CO., 775 Fifth Ave., Brooklyn 32, N. Y. 


itt Gentlemen: 








i {] Please send me more information about your 
f STAPL-A-MATIC, 


{] Please arrange for a no-obligation demonstration. 


Uses Standard Size Staples 
Reloads in Seconds 
No Parts to Remove 
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MASO’S NEW 
STEEL CHAIR SUITE 
5 Beautiful Matching Pieces! 


Have All The Sales Features 
The Exacting Customer Wants! 


* Looks * Comfort * 
Efficiency * Durability 


No. 1050 
Desk Side 
Arm Chair 





No. 1005 
Matching 
Secretarial 


No. 1000 
Matching Swivel 
Arm Chair For 

Executives 


Top Quality — Priced To Sell! 


The three Chairs illustrated and the new Junior 
Executive Posture Chair and the armless Side 
Chair all match perfectly. The Swivel Chairs 
meet the most exacting demands of the working 
executive. Denote his executive status and blend in 
with any decorative scheme. Chair adjustments tc 
fit the individual are made quickly, easily. 

Open arms and _ backrests cooler seating 
comfort. Scientifically padded spring cushion seat 
assures less seating fatigue, day long working 
efficiency. Wide choice of colors and fabrics. All 
are top quality throughout of top quality materials. 


assure 


Write For Literature — Nearest Dealer 


MASO STEEL PRODUCTS 


Dept. O, 53 W. Jackson Bivd., Chicago 4, Il! 


Posture Chair | 


Ease of stencilization, stylus 


also 


graph inks. 
workability, and cutout 
are features. Stencil sheets 
able in legal and letter sizes, with or 
without film topping. Film topped sten- 
cil sheets are designed to provide broad, 
black copy. They should be used with 
out film when line copy 


is desired, 


resistance 


are avail 


medium or fine 


SPIRIT DUPLICATOR 
Hectographia Corp., 110 West 17th St., 
New York 11, N. Y., announces their 
Model AF 51 Liquid Duplicator, com 
pletely restyled and A 
feature allows the the 
complete printed page as it comes out. 


re-engineered. 


to see 


operator 


omnes a aad 


| Machine has heavy, high strength, cast 
| aluminum walls and needle bearings for 
easy running. Micrometrical color con- 
trol gives unusual length of run and pre- 
cision control for color and _ various 
| weights of paper. Priced at $129.50. 
Full information from above address. 





1875-1954 


The First Eradicator Ever Made 
H. H. COLLINS INK ERADICATOR 


—— i 


BEST BY TEST e@ STILL THE FIRST 
ORDER DIRECT FROM 


COLLINS-BENTON CO., INC. 
200 Washington St., Hoboken, N. J. 
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TRACING CARBON 


Columbia Ribbon & Carbon Mfg. Co., 
6010 Herb Hill Road, Glen Cove, N. Y., 
announces that greater opacity for engi- 
neering drawings on vellum, 
for quality reproductions when using the 


necessary 


Ozalid, P & H and similar 
is possible by use of their 
full coated, single-use yellow/black trac- 
ing carbon. This tracing carbon is coated 
yellow on one side and black on the 


to 12,000 LETTERS 


A ~ an hour! 


Bruning, 
processes, 


FOLD 7500 


with the 


NEW BANGROFT Jr.’ 


Portable 
ELECTRICALLY OPERATED, 
HAND FED FOLDING MACHINE 
Adjusts quickly | @ Easy to set and operate 
to all popular | @ 20 times faster than hand 
folds: single, folding 
Re hn OT © Quiet, efficient motor 
. © Low cost——only $265.00 
Takes sheets up (freight prepaid 
to 10" x 15” | @ Satisfaction guaranteed 


Pci table—only 


28” x 16” x 12” Order or write for More Details 








Dealer Inquiries Invite 


CENTRAL PRINTING MACHINERY C0. 


3622-24 W. Chicago Ave. 
CHICAGO 51, ILL. 
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HOW TO 
INCREASE 


...wWithout 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 


Write, wire or phone 








ERS | 
BUSINESS FORMS 


TELEPHONE 
R1I-5816 


139-A Howell St.Dallas,Texas 


179 





other. It is placed yellow side up be- 
tween original and copy paper. One 
tracing operation produces a drawing 
with perfect opacity and a duplicate 
copy in black for filing purposes. 


COPY CAMERA 
Robertson Photo-mechanix, Ince., 3067 
Elston Ave., Chicago 18, Ill, makes the 
all-metal Robertson 320 darkroom eam 
era which combines the advantages of a 
small copy camera with many features 
previously available only on larger more 


© expensive units for preparing offset 
PINK PLASTIC plates. Operated by ordinary office per 


sonnel with no previous experience, the 
PUTTY... that pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Flatten the putty 
by pressing very 
firmly 


Press it on all of 
the type. Do not 
rub 


compactness and functional design per 
mit maximum efficiency and speed of 


Fold the putty 
upward to origi- 
nal pyramid shape of floorspace. Within a few hours, an 
ordinary office girl can be instructed to 
operate the 320 efficiently. Its Vae-U 
Flat vacuum filmholder securely holds all 


operation while occupying a minimum 


NO MESSY LIQUIDS to remove nail polish, 
spot or spatter clothes. 

NO HARMFUL FUMES to couse headaches sizes of film and contact screens, stand 
or colds. | ard and irregular, up to the full size of 


To moke neot erosures—just touch the word | the camera, thus eliminating grooves and 
to be erased, Bud will absorb the surplus ink. | slots on the film plate itself. The Xtra 
Then erase ond there will be no smeor. | Dimension copyboard holds copy of any 


Retails for 50¢ each thickness up to 14%” in foeal plane, in 


Dealers—write for sample and cost eluding copy of irregular contour like 
books, magazines, pencils, boxes, ete. 
Kasily used focusing seales eliminate 
BUD TYPE CLEANER | ground glass for focusing the image 

P. @. Ox 4444 or manipulating for size. Electric push 
BALTIMORE 12,MARYLAND button timer automatically controls shut 
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NOW with Self- 
Adjusting Paper Feed 
—Keeps tape cligned 
ot all times! 


prank Be pexcea/ £ aly $9 i, 2 igs Red 8 & 


Ci Whar AeA e AG hh 


pen haces why: Sensational! That's the only we to describe the all- 
o bh het new REGNA Adding Machine! Streamlined as the 
. : newest cars . . . So low in cost it’s a dream-come-true 
subtraction available i for small business owners. Lets many firms cut ex- 
revolutionary years-chead styling penses and increase production by supplying a 
eo steel assembly . . . machine to every department, to every desk where 
folly vena ie adding is done. It took REGNA engineers years to 
vily automatic satety eyboard develop an adding machine of such supreme quality 
ciphers printed automatically at such a remarkably low price. It will take your 
signals for subtract, multiply, customers only minutes to realize that the new 
sub-total and total printed REGNA is their ‘best adding machine buy”! 
correction key clears entire keyboard 
lifetime handle construction ~ "REGNA CASH REGISTERS, INC. 
scientifically designed moulded keys 175 Fifth Avenue : 
trouble-free performance ... l New York 10, N. Y. 


minlenem maintenance Gentlemen: 
. ome, Please send more information on the new Regna Adding Machine and oviline 


am IM CANADA: Rosie Conk fegisters of Conese ] odvontoges of becoming a Regna Dealer 
Mids, 704 Notre Dome St. W., Montreal, Que., ond A 
Business Equipment Machines, 
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Olympia 
ia, ° 


The modern portable that does the 
large typewriter. Fast — Smooth — Precision 
built, it has could ask for. 
Check it's nine plus features rnany of which 
are not found on any other machine. 


job of a 


everything you 


@ Six tabulator stops 
@ New improved margin stops 


@ Automatic paper feed with transparent line 
adjustment plate 


@ Automatic spring-release paper support 
@ Paper bail pulls way out to the front 

@ New glarefree spring-cushion keys 

@ Touch adjustor controlled by rachet 

@ Standard machine line space lever 


@ Lock lever holds carriage in place when 
carrying in case 








INTER- CONTINENTAL 


CORP. 


TRADING 


90 WEST STREET + NEW YORK 6, N. Y. 


ter, exposure and lamps. Both the full 
sized ground glass with inch markings 
and the vacuum film holder are mounted 
on separate swinging doors. Vacuum 
control is aided by a zone valve selector, 
film size markings, heavy duty pump and 
motor. A 14” Goerz Artar lens gives a 
range of 2X enlargement and 5X reduc- 
tion. Under the camera there is 28 cu. ft. 
of storage space. Copyboard takes 
opaque artwork up to 21” x 25” and is 
lighted by two 1,500 w. incandescent 
lamps in reflectors on adjustable arms, 
operated on standard 110 v., AC. 


STAMP PAD 
Herald Sales, P. O. Box 1753, Fort 
Worth, Tex offers Right-Way Inker 
stamp pads of %"-thick chemically 


xas, 


treated cellular foam rubber, encased in 2 
with Bakelite 
top. Pads ; leakproof and 
mar-proof with nothing to rust. Made in 
colors: red, blue, black, purple and 
Guaranteed for five years of use 
30-day trial at $2.95 each 
Dealer inquiries invited. 


molded solid rubber base 


are 3146" x 51%" 
five 
green, 
and offered on 
postpaid. 


OFFSET SUPPLIES 


Michael ong) _The., 145 West 45th St., 
New York 36, N. Y., offers the following 
free booklets a offset users: ‘‘How to 
Get the Most Out of Your Offset Dupli- 


eating Department,’’ ‘‘How to Print 
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THE EASY way 
TO DESTROY 
OLD PAPERS 





The new "Silver Executive’’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into |/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


mek MILL STREET -. SALEM, Gwe 





FOR THE BEST ONE-TIME 
CARBON-INTERLEAVED BUSINESS FORMS 


Quality Workmanship—Trouble-Free Performance 
Reasonable Prices—Dependable Deliveries 


Send for FREE Tabulating Layout Kit 








NATIONAL cine FORMS COMPANY 


18423 EUCLID AVENUE CLEVELAND 12, OHIO 


DEALERS: A limited number of Profitable Exclusive 
Agencies are Open. WRITE TODAY! 
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ROBOTYPER @& 


CONNECTED TO ANY 
ELECTRIC TYPEWRITER 
produces individually 
typed letters auto- 
matically 

Write for information. 


Some areas open for 
representaticn 


ROBOTYPER 
i25 E. Allen Street ~ 


“SLIP-ON” LABEL HOLDER 


CORPORATION 
Hendersonville, N. C 





MAKES EVERY RANG BOOK 
A LABEL HOLDER BINDER 





S$O-! Fer: I'' Ring Books, 25c ea 
SO-2 For 2'' Ring Books, 35c ea 
$O-I'/, For 1'/2"" Ring Books, 30c ea 
OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


MANUFACTURERS OF DURALUMINUM 


MANY 
STYLES 


HOLDERS 


MFG. CO., INC. 


P. O. BOX 243 


MULTI-COUNTEB way toratty 


Items sold, inven- 
tories, payroll — 
count anything in 
any business — ac- 
curately and fast. 
Anyone can count 
correctly with in- 
expensive Multi- 
Counters which last 
for years. Write 
for literature and 
prices, 


Made with any 
number of counters 


MULTI-COUNTER MFG. CO. 
40! Broadway, New York 13, N. Y. 


| Solids on 


|; St., Richmond 20, 


9? 


Small Offset Presses,’’ and 
‘“How to Run Presensitized and Other 
Plates on the Press.’’ This 
firm offers all sizes of 3M_ presensitized 
offset plates from the 1250 Multilith size 
Harris Ebco 22” x 34” 
new Fall offset supplies catalog 
from 


Ungrained 


up to the and 
sizes, A 
above address. 


is available free 


WALL RACK 


kvans Specialty Co., 403 N. 
Va., 
wall racks for holding papers, mail, ref- 
books, catalogs, Available 
6 or 12 which can 
Rack can be 


give-away 


Munford 
makes aluminum 
erence ete, 
with either sections 


be labeled. 
hold 


also used to 


advertising literature. 


WALL-RACK 


| The Evans Wall Rack is light in weight 


but will hold up to 40 Ibs. 
plete double frame and 
nails, ready for installation to make use 
of unused desk 
The $11; 

tion rack, $18.50. Literature from above 


It comes com 


with hanging 


wall space, clear tops, 


ete, H-section rack is 12-see 


| address. 
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-_. 


CARBON APPLIED 
ONLY IN DESIRED 


SPOT-O-CARBON a 
MAY BE APPLIED TO MARGINALLY-PUNCHED 
CONTINUOUS OR SNAP-EASY FORMS... . 


Spot-O-Carbon may be applied to the back of marginally-punched 
continuous or Snap-Easy business forms. When carbon is applied to 
Kraft tissue, it may be interleaved between forms parts. Any shape 
or area may be covered with carbon to suit a specific form's need. 


CONTACT THE COMPANY FOR FURTHER DETAILS! 


ARTHUR J. GAVRIN PRESS, Inc., New Rochelle, N. Y. 


Manufacturers of SnapSasy” One-Time Carbon Interleaved Business Forms 
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How to cure 


mail advertising ¢ 


Save $$$ for only 25c with 


COLUMBIA ENVELOPE KIT 
Plus Mailing Cost Calculator 
QUICKIY SHOUK. 


© Cost of any direct mailing 

© Cheapest method of handling 

© Cost of production and mailing 

© 12 ways to improve results 

© Proper envelope selection 
Another Columbia feature, the Aristocrat 
Side Seam Envelope, permits printing entire 
back of the envelope without seam inter- 
ference. Columbia’s design studio and com- 
plete manufacturing facilities assure speedy 
delivery of orders in any style, color or 
size, tinted, striped or embossed. 


COLUMBIA ENVELOPE CO. 


2013 N. Hawthorne Ave., Melrose Park, III. 
Specialists in Envelopes Since 1911 


COLUMaIA 
ENVELOPE 
COMPANY 


Please rush new Kit and Calculator, 25c enclosed. 


an - 
Name___ Ste... 


Firm___ 
Address_ 


Zone___State_ 








CARBON-INTERLEAVED LABELS 
Penny Label Co., 9-D Murray St., New 
York 7, N. Y., makes Carbo-Snap mul 
tiple label sets with 24 or 33 labels on 
a sheet. This is an method 
of addressing two to six ad- 
with one typing 
without costly equipment, stencils or at 
tachments needed. All 


economical 
because 
made 


dresses can be 


copies are in 


perfect register with no loss of last row 
of labels, no dirty hands or labels be 
the snap-out feature and all 
sheets are numbered for easy identifica 


cause of 


tion. Carbo-Snap comes ready for use by 
any typist in any typewriter; are ideal 
for those 1000 or a 


a year. Free samples 


mail million, 


12 times 


who 
twice or 
above 


from address. 


PROBLEMS 
SOLVED 


: 1. Safeguarding privacy. 
2. Quieting the office. 
» 3. Better hearing—noisy 
places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Rm. 710, New York 16 
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CATALOG BINDERS 


Buchan Loose Leaf Records Co., Clif- 
ton Heights, Pa., offers their Catalog 
OB-10 of catalog binders including styles 
fur desks and counters, and portable 
types. Counter and desk 
(for use standing or sitting) 
allow unlimited expansion and are made 
with and without fluorescent light hoods. 
Catalog includes full specifications and 
prices of all units and supplies for hous- 


salesmen’s 


styles 


ing, binding and indexing catalogs and 


catalog sheets. Write above address for 
free Catalog OB-10. 


CHECK SORTERS 


Kohlhaas 8012 S. Chicago Ave., 
Chicago 17, Ill., offers free literature on 
Kohlhaas Vert-A-Sort bank check sorters 
which are said to save 20% or more in 
time and up to 75% in space. With these 
sorters, one handling of each check 
achieves a complete fine sort. Used by 
banks, the sorters are low 


Co., 


in cost. 


Fast Mail! 


The faster your morning mail is opened 
and distributed, the sooner the day’s work 
can be started by everyone. 
A PB MailOpener will save many precious morning minutes. 
This electric model, for example, opens a whole morning’s mail 
in a jiffy—thin envelopes or fat; any size, any kind. Swiftly, safely trims 


off a hairline edge as fast as you feed it. There’s a PB MailOpener, hand or 
electric, for every office. Ask your nearest Pitney-Bowes office to 
demonstrate. Or write for free illustrated booklet. 
PITNEY-BOWES, INC., 3450 Pacific St., Stamford, Conn. 
Originators of the postage meter, 94 offices in U. S. and Canada 
FREE: Handy chart of Postal Rates with parcel post map and zone finder. 


= PITNEY-BOWES 


MAILOPENER 
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ADDING MACHINE matic error prevention device and visual 


- check so that anyone can use it. Its 
Arnold Bromberger, 85 Manor Drive, ae : 


Newark, N. J., offers the Resulta Adding 


handy styli make operation easy and 
prevent broken fingernails. User can 
\ add, subtract and multiply with the 


Resulta which is guaranteed five years, 


Full information from above address. 


PHOTO-PRINTING ON ALUMINUM 


Metalphoto Corp., 2903 East 79th St., 
Cleveland 4, Ohio offers a free brochure 
deseribing permanent photographie — re 
production on anodized aluminum plates 
which are available in 4” x 5”, 8” x 10” 
and 10” x 12” sizes. They are designed 
for production of such items as name 
plates, dial and watch faces, wiring dia 
grams, instruction panels, instrument and 
slide-rule scales, and other products 
where resistance to abrasives, tempera 
tures up to 1000° F., and acids, salts and 

Machine which ean be held in one hand organic solvents is vital. Standard dark- 


and sells for $39.95. It has an auto room techniques are used, 


Try the new ‘Kleenie 
HECTOGRAPH MASTER UNITS 


The special construction of Kleenie Master Units 
allows both typists and duplicator operators to 
produce faster, cleaner work. Hands, clothing, equip- 
ment and accompanying forms all stay clean. Kleenie 
Master Units can be top-printed or die-impressed. 
Write for free samples and try them in your office. 
Send $! for sample package of KLEENIE korrectostrips. 


KLEENIE MASTER CO., 79 Madison Ave., N. Y. 16 











. FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


OS. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


- FEDERAL 


FEDERAL 
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for type that 
sparkles like 


MMU MM§«llllV bn: WS : 
Cleans type CLEANER! Handy dauber whisks away 
dirt and goo in seconds! Non-inflammable, abso- 
lutely safe; slow-evaporating, hence economical. 
Look for the smart new orange-a:id-blue carton on 
your dealer's shelves. 


CONTAINS NO CARBON-TETRACHLORIDE 


60¢ at all stationers and typewriter dealers 


ROLLER STREAK 
HEADACHES vanish with new 


BALL BEARING Form Ink and Water 
Rolls for 1250 Multilith. All side- 
play and image slur_ eliminated. 


Bearing race substituted for 
metal ends. Rolls spin freely when tight- 
ened against end bearings. Loneer life 
‘ greatly improved press work. We 
also have improved idler and ductor ink 
rolls. Good rolls are the “heart’’ of your 


Multilith. 


Manufacturers of VioLite, 

) Inkand Water Oscillators, 
Ton Ink and other press 
specialties. 


ALLIED LITHO SUPPLY CO. 


212 Mission St., San Francisco 5, Calif. 
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Reach top-shelf items 
quickly, easily, SAFELY! 


srep\\|FETEH 


STEP-N-FETCH is a step and handle set that 
solves your top shelf storoge problem. It 
provides an easy, quick, SAFE way to step 
up and fetch merchandise from top shelves 
STEP-N-FETCH is made of durable steel, 
cadmium plated with rubber tread. It comes 





in two inexpensive models: one a rigid step, 
the other a step which flips up quickly flat 
against the shelf edge. Steps are a size to 
fit the bail of the foot 
Installation is very 
simple. Screw on the step 
and handle to any stan- 
dard wooden or metal 
shelving 


x 
RIGID STEP, Model 20 295 


or 


‘ac FLIP-UP STEP, Model 30A 3°5 


Ask your 
distributor 


NARWA PRODUCTS, 


70 East 45th Street ee ae 


Finger Model 43 
Tip 


Control Wheels engrav- 


ed with figures, 
letters, frac- 


tions, ete, 


Any Number 
Quickly 
Brought Into 
Printing 
Position 


WRITE FOR 
SPECIAL 
FOLDER 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicago 2, Ill 








NEWS 
= of the Offi ce 





ACME Executive Secretary 
en Philip W. Shay 

has been appointed 

‘xecutive secretary 

of the Assn. of Con- 
sulting Management 
ingineers accord- 
Horace G. 
Crockett, president. 
Mr. Shay was for 


ing to 


merly director of 
and man- 

informa- 
tion Management 
Assn. with AMA 
in 1950, he was an independent manage 
ment consultant in Chicago and St. 
Paul. Previously, he worked for 
years as a consultant with the 


Harry A. Hopf. 


Philip W. Shay research 
agement 
service for American 


Sefore his affiliation 


two 
late 


CIA Conference in Chicago 


Hoffman, 
baker-Packard Corp.; Robert Paxton, ex- 


aul G. chairman, Stude- 
Electric 
Co., and Allan B. Kline, president, Amer 
ican Farm Bureau Federation, will be 
among the speakers at the 23rd annual 
conference of Controllers Institute of 
America. Over 1,500 business concerns in 
the U. 8S. and Canada will be represented 
at the gathering, Oct. 10-13, in the 
Kdgewater Beach Hotel, Chicago. In ad- 
dition to general sessions, the institute’s 
program provides for 15 concurrent in- 
dustry conferences to consider controller- 
ship problems in the fields: 
banking and investment; chemical, paint 
and allied; drugs, cosmetics and soaps; 
electrical manufacturing; fire and 
alty insurance; 


ecutive vice president, General 


following 


"asu- 


foods, beverages and 


190 


allied; life insurance; machinery manu- 
manufac 
mining paper 
products; printing and publishing; pub 


facturing; marketing; metals 


turing; and extractive; 


lie utilities, and textiles and appare!. 


NABAC Convention 


The 30th annual 
National Assn. of 
Controllers in San 


convention of the 
Bank Auditors & 
Franciseo, Oct. 18 
21, will be one of the association’s most 
successful meetings, according to its 
president, Ira C. Chaney, auditor, Croe 
ker First National Bank. Program chair- 
Howard A. Leif, controller, Bank 
of America, has surveyed the membership 


man 


to determine subjects that members are 
most interested in having discussed. The 
is expected to attract over 
1800 delegates and there will be exhibits 
of leading bank equipment and service 
companies. 


convention 


European Management Conference 


The first European conference devoted 
entirely to management problems will 
be held in Torquay, Great Britain, Oct. 
20-23. It was organized by the British 
Institute of Management at the special 
request of the European Council of the 
International Committee for Scientific 
Management (C.1.0.S.) and with the 
support of the European Productivity 
Agency. Conference theme is ‘‘The Con 
tribution of 


, 


Prosperity’’. 


Management to European 


CPAs to Meet in New York 

Los Angeles Mayor Norris Poulson and 
Internal T. Cole- 
man principal 


Revenue Commissioner 


Andrews will be the 
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''Custom-Planned 
ba General’ 


The 100% answer for your truly distinctive 


FINE OFFICES 


Let us help you by executing the entire planning and furnishing 
of your fine “custom-planned” offices. Our trained experts will 
work out all the decoration and design—plus all the furniture 
for a truly distinctive layout that is sensibly efficient. Our 
specialty is to provide the unusual in furniture, CUSTOM- 
MADE to your work needs . . . at practically-low costs. 


Your inquiries will receive our prompt attention. 


A Serving America’s largest on a national basis. 


fe 
ee 


’ <a =— 








719 LIBERTY AVE. * PITTSBURGH 22, PA. * ATlantic 1-2277 
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Only Victor Super-Quiet Custom Adding Machines give you 


oelect-Q-Matic Totaling! 


Sian The key to a new 
ue] experience in speed and 
ease of operation 


Another spectacular first from Victor... 
Select-O-Matic brings you new ease, new 
speed of operation. Now you can take both 
totals and sub-totals from the add-bar 
automatically . . . or use the regular dual 
total key ... or interchange both methods. 
This versatility, plus the Custom’s quiet 
operation, True-Touch keys, beauty of de- 
sign and durable construction makes it 


the selective choice im adding machines. 

Available in 10-key or full-keyboard 
models, Victor Super-Quiet Customs add, 
subtract, multiply, divide, even calculate. 
And, they automatically compute credit 
balance. See the new Victors, try them... 
with Victor’s 42 basic models you can 
make the perfect choice for your own, 
individual figure work. 


FREE TRIAL! Try a Victor in your own business. Call your Victor Branch or Dealer 
listed under “V” for Victor in the Adding Machine section of your phone book. 


Mh en, 


VICTOR ADDING MACHINE CO., Chicago 18, ill. + in Conade: McCaskey Systems, Ltd., Galt, Ontario 
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mecting 
Account 
Soth men 


sperkers at the 67th annual 
of the American Institute of 
ants in New York, Oct. 17-21. 
are CPAs, More than 60 other speakers 
and panelists will address sessions of 
the 24,000-member society at the Wal 
dorf-Astoria Hotel, expected to be at 
tended by than 2,500 CPAs and 


cuests. Sessions will deal with the new 


more 


income tax law, auditing problems, pro 
ethics and training, the man 


CPA 


methods and 


fessional 
societ ies, elee 


difficult 
principles, 


agement of state 


tronic eccounting 
applications of accounting 
The AIA 
the national convention of the American 
Society of Women Accountants and the 
American Woman’s Society of CPAs at 
the Hotel Astor, Oct. 14-17. The Assn. 
of CPA Examiners, consisting of present 
and past members of the 48 state boards 
Oct. 19 in 


meeting will be preceded hy 


of accountancy, will meet 


the Waldorf-Astoria. 


Electronics Seminar 

American Management Assn. will hold 
a seminar on How to Analyze Your 
Operations for the Applica 
Eleetronies on Oct. 7-8 in New 
York. Although said 
about electronic little 
thought is being directed to the criteria 


Financial 
tion of 
much is being 
office machines, 
by which a company decides whether or 
not electronic application would be justi- 
fied for its own financial and accounting 
$125 to non 


needs, Registration is 


member Ss. 


OMAC Methods Study 


Assn. of 
commenced a series of one-day methods 
month at the 
Groups 


Office Management Chicago 
meetings last 
League Club, Chieago. 
of 25 will cover the following subjects: 
Work Charting Tech 
niques, Oct. 21; Forms Design and Con 
trol, Nov. 18; Methods of Improving 
Operations and Welfare, Jan. 20; Manual 
Work Methods and 
Feb. 17. 


workshop 
Union 


Analysis and 


Procedure Manuals, 


John R. Crowley, general office 
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National Conference 
& Exhibit Calendar 


National Business Show, 69th and 7Ist 
Regiment Armories, New York, Sept. 
27-Oct. 1. 

Controllers Institute, HMdgewater 
Hotel, Chicago, Oct. 10-15. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, New York, Oct. 
10-18, 

American Bankers Assn., 
N. J., Oat. 17-20. 

Office Management Div., American Man 
agement Assn., Astor Hotel, New York, 
Oct. 20-22. 

American Institute of Accountants, Wal 
dorf-Astoria Hotel, New York, Oct. 
17-21. 

National Assn. of Bank Auditors & Con- 
trollers, Fairmount Hotel, San Fran 
cisco, Oct. 18-21. 

Systems & Procedures Assn. of America, 

Hotel, New York, Oct. 


Sceach 


Atlantic City, 


Commodore 
Industrial Management Society Time & 

Motion Clinic, Sherman Hotel, Chi 
Nov. 10-12. 


Cayo, 


ee 


manager of the Pullman Co., is chairman 


of the methods study committee. 


NOMA 1955 Conference 

Toronto will be host to the 36th Inte: 
Office 
Exposition of 


national Conference & Annual 
Machinery & Equipment 
National Office Management Assn., Mav 
22-26, 1955. The ‘‘million-dollar’’ 
will be held at the Mutual 
the conference sessions will be at the 


York Hotel. 


show 
Arena while 


Royal 
Clerical Report Service 


Desk Work’’ 


service pub 


‘‘Tdeas for Paper and 
is the title of a 
lished every third week by Gordon L. 
Mattson & Associates, 105 W. 


St., Chicago 3, 


report 


Monroe 
containing interesting 


and useful information on clerical sub 
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CARBON PAPERS 


PENCIL © CARBON JACKETS 
REGISTER ROLLS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hee- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 
ness to specify CODO. 


a CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, lil. 


‘ 


| ture and 





S fats 3:22 oe =" eta 


| jects. Subscription is $25 a year. Litera- 


sample report is free from 


above address. 


| Baltimore Show 


The 


Zaltimore will 


Agents’ Assn. of 
hold its 12th annual 
Produets Exhibit at the 
Oct. 26-28. Forty-three 
products of many 


Purchasing 


Manufacturers 
Hotel, 


exhibitors will 


emerson 
show 
times their number of manufacturers in 
65 booths. Details Frank J. Me- 


Hugh, 30x 1837, Baltimore 3. 


from 


RMAC Starts Season 

The first 
Records Management Assn. of Chicago 
last month featured a round table dis- 
cussion on developing our common lan- 
guage, forms used in filing departments 
and training available for records man- 
Bingham is the 


RMAC, 


season’s meeting of the 


agement. Louise new 


president of 


TTT 


Work Sampling 


(Continued from page 96) 


daily basis until the required number 
of observations per operation are made. 
The final percentage for each operation 
will be shown on the last Work 
Sampling Observation Sheet completed. 

7. Add all of the columns on _ the 
Summary Sheets and divide the grand 
total into the total of each column to 
arrive at the percentage of each opera 
tion for the employee. 

8. Prepare a Table of Percentages of 
Work Distribution (Fig. 6) covering 
all employees. 

9. On the Table of Work Distribution 
Percentages, add the percentages of 
each column, divide by the number of 
percentages, and arrive at an average 
percentage for each operation. This 
average percentage should equal the 
percentage of total operation shown on 
the final Work Sampling Observation 
Sheet. 

ANALYSIS PHASE: Complete the 
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EVANS GATHERING RACK with SPEEDY JOGGER 


GUARANTEED to produce quicker and 
more accurate results than | 
any other collating aid on 
the market. 


@ 5,300 sheets gathered per hour by one 
worker—reported by a user! 


@ All aluminum, racks are in two styles, 
horizontal or vertical, with 6, 12 or 18 sec- 
tions. Each section holds 500 sheets at 
inclined angle. Racks collapse for setting 
aside, but are non-skid in use. Two or more 
racks used together for large assemblies. 


@ JOGGER, also aluminum, fits on end of 

any TU (horizontal) Rack, as shown. Worker SHOWN: 12-section TU Rack with Jog- 
drops sets of gathered sheets criss-cross ger. Rack is $16.50—Jogger $10.00. 7 
into Jogger. Lifting hand forward to re- Other Racks from $10.00 to $25.00, 
sume gathering, worker taps handie, and depending upon style, and whether 6, 12 
sets of sheets jog neatly together. or 18 sections. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 











ae NUMBERED — 


‘The Tags that Poy 
Fa dee Sm all 


SAY METHODS & SYSTEMS MEN 


“Found! The vital link that perfects property 
control. One type of tag, one method of mount- 
ing, uniform “out-front” placement and legible 
numbers . . . outstanding attributes of this in- 
novation in the tagging of furniture, fixtures 
and equipment.” 


NO SCREWS, RIVETS, TACKS OR TOOLS 


) Lustrous .016” Satin Aluminum “SERIALLY NUM- 
ieee q BERED AUTOGRAPHS" are much more durable 
than foil or paper labels ... more impressive and 


SOLVENT - ACTIVATED THEY kf easier to use than conventional ‘‘tags.’"" Simply 
CK, 








Fi brush solvent on the adhesive backing and press 
into place with your fingertips. Mount them in 
ADHESIVE BACKING seconds on both smooth and crackle finish surfaces. 


WRITE TODAY 
for FREE booklet, “HOW TO PERFECT INC. 


PROPERTY CONTROL.” We'll include 


“try before you buy" samples, MASON CITY, IOWA, U. S. A. 
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Ve apn Se 


RITE-L.-NE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
CLEANS... Typewriters, machine tape to 20 inches. Price, including 
Billing Machines, Addressing the new Telescopic Eyeguide: $1775 


g Plates, | 
Marking a se end many 








TAX EXTRA 


others 
« Easy fo Use * No Mess } GREE TRIAL OFFER. Write, asking us to send you 
¢ No Liquids to Spill , a RITE-LINE Copyholder with the understanding you 
bs Shee may return it without charge within ten doys. 





rr as a 
“SG in 4209 39th Street, N.W 


RITE-LINE CORP. Washington 16, D.C. 


| rw — 


AUTOMATIC WASHER WHAT ERASES 


DREGO Model 53 | CLEAN AND QUICK 


VET LEAVES PAPER 
SMOOTH AND SLICK 

















SAVES TIME 
ALWAYS POINTED 


WH LTE LOLA STAYS CLEAN 


coat KLENZO 
FFICE MACHINES RACE 

Details on Request ERASER 6 
WILHELM DREUSICKE & CO., K.-6. Patctlerer ) 


Lutzowstr. 3, BERLIN W 35, Germony At all stationers—or write for free sample. 
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summary of recorded observations. If 
the cumulative percentage occurrence of 
each operation was plotted daily 
throughout the fact-gathering stage, 
much of your summary has already been 
made. You can use a spread sheet 
to indicate the percentage oecurrence 
for each operation. This will reflect 
the percentage distribution for the 
overall study, and the percentage occur- 
rence of each operation for each em- 
ployee. 

At this point the findings of the study 
can be turned over to management tor 
evaluation. The survey will tell manage- 
ment how the total manhours are being 
used. Total payroll costs for the de- 
partment can be diffused over the opera- 
tions breakdown to give direct labor 
cost per operation. If a representative 


work unit with its respective work count 
is maintained, an average unit cost and 
average production time can be estab- 
lished. 

A variety of facts can be brought to 
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“That's our new office executive gray.” 


TT 


light by combining work sampling re 
sults with other management control 
data. After management has taken ae- 
tion to improve a work condition, an 
other work sampling study can be made 
to determine whether the desired re- 
sults were obtained. 





NEWS of 
the Industry 





Whiting Vice President 
Whiting Paper 
Co., Holyoke, Mass., 
has appointed 
George W. Griffin 
as vice president 
and general sales 
William 
president, 


manager, 
Whiting, 
has announced. Mr. 
Griffin has been as 
George W. Griffin sociated for the 
pa seven years 
with Gilbert Paper Co. where he managed 


their New York Office 
them in the eastern 


and represented 
region. His activi- 
ties as vice president and general sales 
manager will engulf the complete line 
of fine business papers manufactured by 
Whiting: 


skins, manuscript covers and rag content 


bond, ledgers, index, onion 


specialty papers. 


Ormig American Representative 
The 


systems machines, ranging from a small 


Ormig line of duplicating ana 
hand model spirit duplicator to the auto- 
column 
shifting machine for use with order and 


added 


machine 


matic column-eliminating and 


invoicing systems, has now been 
to Photorapid, the photocopy 
and other duplicating products sold and 
serviced by the branch offices and 
dealers of 
105 Chambers St., 
Craft are now 


representatives. 


authorized Copy-Craft, Ine., 
New York ie 


national American Ormig 


Copy 


NOFA Sales Manual Praised 
Marketing experts are praising the 
‘*NOFA Sales Manual,’’ published for 


members of the National Office Furni 


198 


ture Assn. Charles L. 
marketing at 


Lapp, professor of 
Washington University, 
said it is ‘fan excellently written, com 
tool that 


managers of 


prehensive dealers, manufae- 


turers, salesmen, and office 
alike will 
useful as a training tool.’’ 

manual prepared by Anne 
Saum & Associates and can be had for 
$3.50 from John R. Gray, NOFA execu 
tive director, 327 8. La Salle St., Chi 


furniture salesmen find ex- 
ceedingly 


The 


was 


cago 4. 


Facit Appointments 

Harold Mid 
Atlantic District sales manager of Facit, 
Erik Ohlsson, 


Haag was 


Knecht has been named 
Inc., it was announced by 
president. George W. named 
office and personnel manager of Facit’s 


New York offices. The appointments were 


George W. Haag 


Harold Knecht 


made as the company eoneluded a four- 


day meeting of its district sales 


held to 


techniques and campaigns for the com- 


man- 


agers, discuss improved sales 


ing fall. Plans were also completed for 


offering increased Facit’s 


throughout the 


assistance to 


more than 250 dealers 


country. 
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ENTHUSIASTICALLY ACCLAIMED! 
NEW TIME AND LABOR SAVING 


S-K 301 PAYROLL SYSTEM 


en EI Coe 


hla # 
" W446 


28MM THREE OPERATIONS 
IN ONE WRITING 


RECEIPT FORM re ; 
DETAIL SHEET ENTRY Operations 


POSTING TO EMPLOYEE’S Accomplished 
INDIVIDUAL SHEET Simultaneously 


Pree ee 
: ¥ oe 


be rae | © No pegboards or gadgets to buy or rent 
COMPLETE SYSTEM © © All entries are completed at one time 
PRICED AS LOW AS | © No posting—self balancing 


4 


$3350 © Does not require an expert operator 
: ee as 


— ww ® Quick—inexpensive 
FOR: AN ENTI 


Meg 


WRITE TODAY FOR SAMPLES AND 
SCHEDULE OF LOW PRICES 


é ai 1619 WALNUT STREET 
Ape - @ PHILADELPHIA 3, PA. 


LABOR SAVING ACCOUNTING FORMS 
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| A new 
Bell Ringer 


New Super-Fast Drying 
Mimeo Ink gives 
‘Letterpress-Like’ reproduction 


Your cash register will ring with new sales 
when you stock Sure-Rite’s new Rite-Dri Mime- 
ograph Ink! Bosses want its sharp, crisp “let 
terpress-like” reproduction. Secretaries want 
its clean-to-handle, quick drying features 


Consistency is just right for proper flow and 
blackest copies, without blurred letters. It 
dries almost instantly on contact —easy to 
use on mimeograph bond without offset or 
smear. Yet, Rite-Dri easily washes off stencils 
for clean filing — no ink stained hands. 


Stock profitable Rite-Dri Ink today, to give 
your cash register a new ring! 








Dealers — There are a few choice dealerships 
available to qualified retailers. 


INQUIRE TODAY FOR FULL INFORMATION 





American Stencil Mfg. Co. 


2714 WALNUT STREET © DENVER, COLORADO 


in the Midwest, call your local Panama Beaver mon—always a live wire @ In the East call Tru-Rite Inc., 116 Broad St., New York City 
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New Ditto Building 


Ground broken last month in 
Lineolnwood, Ill., for the new $3,250,000 
Ditto, 


adjacent to 


was 


home of Ine. Lineolnwood is 


Chicago’s northern city 
limits. Ground broken by K. M. 
Henderson, president, and the famous 
‘*Ditto Twins,’’ T. W..RBRobinson Jr. 
and S. P. Robinson, identical 
who are chairman of the 
president, 
building, finished in 
about a year, was designed by Battey 
& Childs. It will 310,000 sq. ft. 
of floorspace on a 27-acre site and bring 


was 


twins 
board and 
The new 


vice respectively. 


expected to be 
have 


under one toof Ditto’s production and 
business function now housed in several 
different plants throughout Chicago. 
Paillard Executives 

Paillard Products Ine. announced the 
appointment of Edward L. Slater as ad 
vertising Lawrence Viar- 
engo as treasurer. The company handles 


manager and 


the sales and service of Bolex Cameras 
and Hermes typewriters in the U. 8S. 
Mr. Slater, was an executive 
with the New York advertising firm, 
Martin L. Smith Co., and was with the 
advertising department of W. T. Grant. 
Mr. Viarengo aillard in 1949 
and became head of the accounting and 
credit 1950, 


account 


joined 


department in 


Denmark Honors Gylleck 

After 
Gylleck, 
lenge Machinery Co., returned to his na- 
Denmark for a brief 
Gylleck 


honor at a special meeting of the Magisk 


an absence of 62 years, Olaf T. 


advertising manager of Chal 


tive vacation, In 
Copenhagen, Mr. was guest of 
Cirkel of 
ciation of Long 
this particularly among the 
Graphie Arts field, for his unusual feats 
of magic, Mr. Gylleck 
friends and 


Denmark, 


magicians. 


international asso 
noted in 
eountry, 
won 


many new 


with a faultless 
that capti 
Cirkel pre 


lifetime 


admirers 
prestidigitation 
The 


honorary 


display of 
vated the 
sented 


audience, 
him with an 


membership. 


THe Orrice—October, 1954 


BFI Fall Meeting 


The regular Fall Outing Meeting of 
the Business Forms Institute will be 
held Sept. 27-29 at the Greenbrier, White 
Sulphur Springs, W. Va. Business meet 
ings will be brisk two-hour sessions the 
mornings of the 28th and 29th, with the 
rest of the time devoted to recreational 
activities. The golf 
will be held with 
all participants regardless of ability and 


annual tournament 


Sept. 28, prizes for 
experience, Two cocktail parties will be 
Monday the 27th 
and another the 28th. Details from Busi 
Institute, 20 Church St., 
Greenwich, Conn, 


held, one for golfers 


Forms 


ness 


Marchant Agencies 


Edgar B. 
chant 
following appointments: James K. Stauf 
fer is Duluth, 
Minn., district oftice where service con 
tinues Richard A. Quarnstrom, 
g James P. Maley is 
rer of the Elmira, N. Y., 
district oftice and service continues under 
Fred J. Greenall, 
new district sales and 
Santa Ana, Calif., has 
nett as 


Mar 
announced the 


Jessup, president of 


Caleulators, Ine., 


agency manager of the 
under 
service manager. 


agency manag 


service manager. <A 
service office in 
William E, Bar 
and Fred C. 


agency manager 


Berge as service manager. 


Todd New England Plant 


$100,000 
will 


Construction of a branch 
plant 
double its 
New England 
Todd Co, The new plant will be located 
on Broadway, Malden, Mass., 
to <A. Riehard Todd, executive 
president. It also 
pany ’s New England sales office presently 
20 Kilby St., 
scheduled for 


printing which more than 


facilities now serving the 


area was announced by 
according 
vice 
house the 


will com 


located at Soston, and is 


completion next month. 
\ one-story structure, the new plant will 
have a working area of 12,000 sq. ft. D. 
H. Cunningham is manager of the branch 
plant and Miles O’Malley 


the sales office. 


manager of 





PLYMOUTH 


Rubber 
Bands 


OUTSTRETCH 
OUTLAST 
ALL OTHERS 


Ja pee by 
Good Kousebeeping 


Notionally Distributed 
Available af your 
Regular Supp 


PLYMOUTH RUBBER 
COMPANY inc., 


s tor Every Purpos Canton, Mass. 


@ BooKkKEEPING 
@ CALCULATING 
@ ACCOUNTING 


onditioned. Write for 
current prices. 
850 BROADWAY, NEW YORK 13, N.Y. 


‘ Since 1927 WO 4-1240* cable: Hodgmech 





For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
“Futuristic” 
5-Star Platen 
for 
. Best Results 
Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 














a foeecse Co. 
| SO. 201 STREET -BIRMINGHAM 5, ALABAMA 


vet o! t 


Gavrin Southwest Plant 


Arthur J. Gavrin Press, Inc., of New 
Rochelle, N. Y., has broken ground for 
its southwestern branch plant at Deni- 
son, Texas. broadcast 
over KDSX. Mayor Harry Glidden and 
300 Denison residents weleomed Mr. and 
Mrs. Gavrin who invited them all back 
for the new plant’s open house in De- 
cember. The air-conditioned building 
on a 13-acre tract will have 38,000 sq. ft. 
for presses and collators to manufacture 


Ceremonies were 


carbon-interleaved forms. 


Mareno in Denmark 


American 
York, 
Dictating 
flew to Den 
visit at the Rex 
Mareno is assisting 


James Mareno, president, 
Dictating Machine Co., New 
distributors of Rex Recorder 
Machines in the U. 8, 
mark for a 10-day 
Recorder plant. Mr. 


sole 


the development of several new features 
to be added to the Rex Recorder for the 
market. He will 
consultant for 


(merican also act as 


advertising and sales to 


the international sales organization. 


Vietnamese Typewriter 


Underwood Corp., recent developer of 
a Korean portable typewriter, announced 
the manufacture of an 
with a 
suilt especially for the American 
cil of Learned Societies, the 
expected to play an important role in 
the United States Army-ACLS program 
in oriental languages, an extension of 
the Intensive Language Program of 
World War II, to prepare textbooks, dic- 
tionaries, readers and recordings through 
which military and 
personnel can learn Vietnamese 
other Asiatic 
Laurence C, 


electric type 


writer Vietnamese keyboard. 
Coun 


machine is 


American civilian 
and 20 
According to 
ACLS, ma- 
terial typed on Underwood’s Vietnamese 
electric will be reproduced by offset for 
break down language bar- 
riers between the West and the people 
of Asia. Construction of a 46-typebar 
keyboard for the difficult 


tongues. 
Thompson of 


a course to 


machine was 
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because of the many accents required in UAVTITA HEE 


putting exotic Vietnamese on paper. 


There are, for example, 14 variations of Advertising Forms 
the letter A. 
, ‘ Close This Month for 
Monroe Sales Regions ced 
As part of a re-grouping of its sales OFFICE EQUIPMEN|I 
branches into seven major regional divi- EXPORTER 1954 


sions, Monroe Calculating Machine Co. 
appointed two additional divisional man 


agers, according to F. R. Sullivan, presi Write or wire now for reasons 
dent. W. K. Clifford heads the new why office equipment and 
ae ee "e embraces 43° sales supply manufacturers owe it 
oO ‘es "( Se wake City ) Cs ‘3 ‘Cc ; 
wanghen-ng tare hana Ae: Pagal to themselves to advertise in 
coast and including Honolulu. Formerly = ’ ° . al ex 
manager of the San Franeisco branch this outstanding annual eX- 
office, Mr. Clifford has his headquarters port publication. 

in the Monroe Building at 60° Main St. 
in that citv. ©. D. Furer, who was Mon & 


roe branch manager at Rochester, N. Y., 


is manager of the Northeastern Divi Office Publications Co. 
sion, whieh includes 33. oftices i Ne 3 
New ) ee eaghe 232 Madison Ave. 


York and England. His office is at 
12 Park Place, Newark, N. J. The New York 16 
newly-formed Metropolitan Division, in 


cluding the major cities in the east and  VAVIVIDDITIEIIIIDITETIITITETEET EEE EEE 











MODERN ACCURATE DEPENDABLE 


Ajax Quick-Sets are designed for the rapid 
change of numbers, letters, etc. from one 
combination to an entirely different one. 
Machines are extremely reliable and positive 
in nature. Can be supplied with changeable 
word cylinder, changeable slides or fixed die 
plates. Wheels and plates en- 
graved to order with any reading 
matter desired. 
Locating guides and special plat- 
forms for proper registration on 
all kinds of business forms can 
be furnished. 
Send for complete catalog on all 
types of timing, dating and 
numbering machines. 


AJAX TIME STAMP CO., INC. 


368 BROADWAY Manufacturers NEW YORK 13, N. Y. 
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Ito 42 Simple fee 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


At Less COST 
Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 











DEPT. 4 
45 SECOND STREET 
SAN FRANCISCO 5 
CALIFORNIA 





SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 
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midwest, will be 
of Monroe’s sales manager, W. L. 
the 
pany’s general offices in Orange, N. J. 
The remaining divisions the 
Eastern, directed by Mr. Montgomery; 
A. Jensen at St. Louis; 
Dumas at New 
under T. R. 


under the jurisdiction 
Mont- 
who from com- 


gomery, operates 


sales are 
Central under G. 
under L. A. 
and Southwestern 


Southern 
Orleans, 
Kyle at San Antonio. 


Remington Rand & Ozalid Copiers 


Remington the Ozalid 
Division of General Aniline & Film Corp. 
that Rand’s 
Transcopy and Ozalid’s Bambino, instant 


fand Ine. and 


announced Remington 
copying, typewriter size, machines will 
be distributed by their sales organiza 
tions in all areas where both companies 
have direct representation. 


Imperial Representative 
The appointment of Fred D. 
as field representative of Imperial Desk 
Co. in the Central Midwest Ohio, Missis 
Missouri 


Valleau 


sippi and River territory was 
Norman A. Gerth, 
and manager of 
Imperial Desk Co. Mr. Valleau, formerly 
president in charge of for 
Desk Co., had wide ex 
perience in the office furniture industry 
beginning as a salesman with 
Blodgett & Co., St. Paul. He 
later traveled extensively throughout the 
U. 8. 


announced by sec- 


retary-treasurer sales 
vice sales 
Clemco has 
retail 
Sperry 


as sales manager and field super- 
for desks 
and chairs. Mr, Valleau succeeds George 


visor several lines of wood 


Litchfield who resigned. 


Burroughs Promotes Dahm 


Douglas D. Dahm has been appointed 
assistant to the vice president in charge 
of marketing, Burroughs Corp., it has 
been announced by marketing vice presi 
dent, Willis E. Morgan. Mr. Dahm was 
a Burroughs regional promotion 
the Great Lakes 
Region. He joined the company in Mil- 
waukee as a 1948. In 


sales 


representative in 


trainee in 


sales 
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for profits tomorrow! 


DEC 23 1963 
get 23°56 


Now’s the time to 
check and double 
check your stock of 
Force Daters ... 
for the season is 
due soon when 
customers order 
and reorder this 
profitable, popular 
office helper. Auto- 
matic, self-inking 
~— fast-selling, of 
course. Write to- 
day for latest price 
lists and catalog. 


Be 
<i. d a Ae 


Vv 216 NICHOLS AVENUE, BROOKLYN 8,N.Y 


ALE DFFICE NEW YORK CHICAG AN FRAN sond CANADA 


No more clumsy 
rubber fingers or 
messy sponges 


Easy to apply, SORTKWIK 
creates a greaseless, stain- 


less, tacky film permitting 
apply between handling more papers much 
fingers and thumb.. faster. _ 

a ~~ Now vider used Me a es 
: riety of businesses through- 
Nc Sex out the country, SORTKWIK 
\A is setting a new standard for 
: efficient and speedy paper 

rub in to create handling. 
‘mg tacky film.. Order a supply from your 
Y stationer Topay! Or send 
One DOoLtar ($1.00) for 
sort, collate, two regular size containers 

count, file to try out 
ae Average 4 months 
supply 


Oc. 
LEE PRODUCTS CO. 


2738 Lyndale Ave. $ Minneapolis, Minn 
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just a few cents a day 


Yes . you can curtail days lost by your 
staff with economical HYGIENI( 
PHONE SERVICE! 

Our representative will call on a_ regular 
schedule, polish and sterilize your phenes 
Laboratory tests prove that the invisible, 
exclusive bacteria-free ‘‘film’’ so deposited, 
protects phone users against colds, sore throats, 
TB, skin and virus infections for eight days! 


Phone or write for a representative to call 


HYGIENIC PHONE SERVICE, Inc. 
4 East 43d St., Y. 17, N. ¥. MUrray Hill 2-1035 

BANY, ™. PHILADELPHIA, PA. 
7 ape MASS, aouneae va PA. 
BALTIMORE: Mo. LOS ANGELES, CALIF. 














BANTAM MODEL 
AUTOMATIC 
DRY PROCESS UNIT 


NEW! 








Light Weight 
... Portable 
mm cay® $200. 
Gives you DRY photo 
copies in your own § 
office or plant in sec- E 
onds. Use it anywhere. 


100% portable. Weighs 
only 22 tbs. 


ONE UNIT DOES EVERYTHING 


* No darkroom ¢ Simple to operate 

¢ No fumes ¢« Get 60 to 90 copies 

* No washing per hour 

* No fixing ¢ 9'' wide x any length 

* No drying ¢ |-side or 2-sides 
MADE IN U.S.A. LIFETIME GUARANTEE 

















SEE THE NEW BANTAM MODEL EXACT-PHOTE- 
COPY AT THE NATIONAL BUSINESS SHOW 








SEPT. 27th-OCT. Ist. BOOTH NO. 220. 





WRITE FOR FREE CATALOG 
GENERAL PHOTO PRODUCTS CO., INC 


15 Summit Ave., Chatham, New Jersey 
Specializing in the manufacture of dry and wet 
process photo copy equipment 








The ageless art of Rome: The Temple of Apollo, Pompeii 


GO PLACES with Waldon RoLentn Enonand (Photo courtesy Italian 


Do As The Romans Do... 


Ancient Rome produced 
the finest in art; Romans today appreciate 
quality and achievement. Do as the Romans 
do. Buy, use, Weldon Roberts Erasers, pre- 
ferred for finest quality the world-over to 
“Correct Mistakes In Any Language.” 

For your own exact requirements, select from 
the wide range of all-quality Weldon Roberts 
Eraser sizes and styles at your dealer’s. 





WELDON ROBERTS RU — CO. 


365 Sixth Avenue, Newark 7, N 


World's 
Foremost 
Eraser 
Specialists 


’ ise 


930 ENSEMBLE (Pink and Gray Rubber). A combination eraser 
that does most everything. Handy, bias-beveled shape Soft, 
pink pencil rubber joined to soft, gray ink eraser For ink, 
pencil and crayon erasing 


If your office isn’t a ‘‘one typewriter’’ office, 
it shouldn't be a “‘one scale’ office either, 
or your mailing costs will be too high. To 
save loss of time (and money), confusion, 
return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
purpose—the new one pound accurate 
2-2 and 2-5 514" high N-1 PRINCESS showing exact postage 
2 Ib. and Sib. by % oz e z . .. 
for all classes including fF first class and air mail; the durable, 
Parcel Post dependable Z-2 in either 2 lb. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail W.) Princess ently 4° 
including parcel post by zones—larger Y Line Scales with ca- M5295 tet 
pacities up to 50 lbs., for shipping rooms. 


To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. eon" 


Evanston, Illinois 
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1949 he was promoted to sales rep 
resentative and a year later named 
senior representative. He was trans 
ferred to the home office as a sales train 
ing instructor in 1952 and assigned to the 
regional post in 1953, 


Royal Portable Reps 


W. H. Beckwith, portable sales man 
ager, Royal Typewriter Co., announced 
two new additions to his staff of portable 
representatives: William C. Fehr Jr. will 
contact Royal Portable dealers in the 
los Angeles area. William Fend has 
been named portable representative to 
contact Royal Portable dealers in por 
tions of Indiana and Illinois. 


Heads McBee Publications 


McBee Co., division of Royal McBee 
Corp., named Edward Belsho as director 
of company publications. A journalism 
graduate, he joined the staff of the 
Athens, Ohio, Messenger after gradua- 
tion and became sports editor in 1951. 
In 1953 he joined the industrial rela 
tions department of General Motors in 
Cleveland, remaining until accepting 
his present position with McBee. 


Philip M. Zenner (left), president, Royal 

McBee Corp., received a handmade relief 

globe from 389 members of McBee's admin- 

istration and sales departments. C. W. Doulton 
made the presentation. 
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5 Colors 


Makes 60 
Copies a 
Mi 


nute 


TURNS OUT 
* PRICE LISTS 
* MAILING 

PIECES 


* BULLETINS 
icator 
* MEMOS. Duplica 


Yes, 


the NEW $7 45° 


Speedliner gives 


you 


the help you 


need when you want to produce lots of copies, 


qt 


1ick! 


No mussy stencils! Takes any size—post- 


card to 814” x 14”. Like having dozens of typists 


ar 
in 


ound. 
one, 


A compact machine that makes copies— 
two, or up to five colors—at one time for 


less than 1/3 = per copy. No muss or fuss! 


Anyone can run 


Senc 


1 for FREE BOOK—tTells what low cost 


spirit duplicating is, how it works and lists ways 


to 


se 


use 


it to help any business, profession or 


rvice, 


TRY MACHINE 10 DAYS FREE TRIAL 


If not completely satisfied return. If satisfied 
send check or write for payment plan. 


SPEEDLINER CO. 


4404 
Chic 


Ravenswood Ave., 
ago 40, Il 


[] PLEASE RUSH ME FREE BOOK ON 
LOW COST DUPLICATING. 


‘e Please send me one Speediiner Duplicator 


t 


I" 


o try 10 days no cost. If I'm not satisfied 
Il return it. If | wish to keep it I'll send 


my check or write for payment plan 


NAME 


ADD 
CITY 


RESS 
STATE 


DEALER INQUIRIES WELCOME 











THIS TRADE MARK STANDS FOR 


rectston 


SPECIALIZING IN 
Cutting and Edging 
Typewriter Ribbon Fabrics 


ifen 


and Silk 
Tylon i 


WIDTHS ACCURATE 
ALL WORK 
GUARANTEED 


Prompt Service 


TEXTILE CUTTING CORP. 


178 FIFTH AVENUE 
HAWTHORNE, N. J. 








Domore Vice President 


Charles B. Pearman was appointed a 
vice president of Domore Chair Co. He 
is vice president of Seating Service Corp. 
and manager of the Chicago office. Fur- 
ther duties will include some manage- 
ment of all Domore branch offices as well 
as policymaking as part of the execu 
tive committee. Mr. Pearman started 
with the Company in 1947 as manager of 
the Atlanta branch. He moved to Chi- 
cago in 1950 as manager of Domore 
Seating Service there. 


For SoundScriber in N. Mex. 


R. W. Davidson, vice president and 
general sales manager, SoundScriber 
Corp., announced the appointment of 
Jack F. Brower, of the New Mexico 
Dictating Machine Co. in Albuquerque, 
as distributor for SoundScriber equip 
ment in that area. 


National Plans New Lab 


Carrying out another step in a long 
range expansion program, National Vul- 
eanized Fibre Co., Wilmington, Del., an 
nounced plans for a modern research 
laboratory to enlarge the facilities of 
their research and development section. 
According to Eugene R. Perry, president, 


Jim Knight of O'Neil Branch Co., Orlando, 

Fla., demonstrating a Cormac desk-top photo- 

copier to Richard Fletcher, insurance manager 
for Tucker & Branham Co., Orlando. 
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the new lab will be used to improve the 
quality of present products (Vulcanized 
Fibre and Phenolite Laminated Plastic), 
develop new uses for these products and 
develop entirely new materials. 


Distributes Contoura-Constat 


Peerless Photo Products, Ine., Shore- 
ham, L. I, N. Y., announced that its 
distributors are handling Contoura- 
Constat transfer-process photocopy 
equipment manufactured by F. G. Lud 


wig, Ine. 


Heads Accounting Sales Training 
F. M. Murtha, director of the Under- 
wood Corp. Sales Educational Division at 
Hartford, Conn., since 1949, was named 
director of sales education in the ecom- 
pany’s accounting machine division in 
New York, J. D. Donovan, general sales 
manager, announced, He will direct the 
training and supervisory program for 
salesmen in the aecounting machine 
division at the company’s home office. 


Uleers from Coffee Breaks 


Dr. Leo J. Starry, professor of sur 
gery at the University of Oklahoma 
Medical School, told the annual con 
gress of the International College of 
Surgeons last month that the incidence 
of bleeding stomach ulcer has increased 
in the last ten years with one out of 
every four victims now a woman. Pre 
viously the ratio was one woman suf 
ferer to five men. He blamed the in 





Corporation, Lansdale 


The Fast-Selling 
File-aid Tray 
That... 





®@ Holds and Carries Papers 
for Filing 

®@ Hooks onto Any File 
Drawer — Either Side 

® Makes for Neater and 
Faster Filing 





® Green or Gray Finish, 
20-gauge Steel Body 





TO THE 
DEALER — 


500 blotters 


bearing your 





imprint... 
FREE with 


every dozen order. 


1275 Sengbusch Bldg 
Mitwavkee 3. Wis 





FILING DESK 











A New Principle... 
\ “RIGHT-WAY INKER” 


Is your office still 
~~ using the old style, felt 
and cloth ink pads? The ones 

that need replacing with a few months’ usage??? 
THEN—give this new INKER a trial. A new 
type inking surface of '/, inch thick cellular 
chemically treated rubber. Encased in solid 
moided rubber base with Bakelite top — size 
3'/,"" by 5'/."'. Leak proof — Rust proof — Mar 
proof 
Guaranteed for five years of hard service. 
FIRST COST is YOUR LAST COST 
Ink is protected from dirt or air 
5 colors: Red, Blue, Black, Purple or Green 
Sent postpaid—30 days trial for $2.95 
Dealer inquiries invited. Write for catalogue 


HERALD SALES 
P. O. Box 1753 & Fort Worth, Texas 





BUY REX-O-g1aph 


for Cleaner... Quicker... 


Modern Fluid aug 
Duplicating! “ 


@ Accurate copies of all kinds of work! 

@ Announcements, letters, office forms! 

@ Colors from one Master, one run! 

@ Postcards to 9x14” size. . . tissue to 
card stock! 

@ Automatic paper centering! 

@ Precision-built, trouble-free! 


MODELS FROM $95 to $865 
(Plus Tax... F. O. B, MILWAUKEE) 


DEALERS: Choice areas open for steady 
profits on equipment and supplies! 


RE X-O- , Me, 


7844 Ww. Hicks @ Milwaukee 14, Wis. 








SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 


Complete Selection of 


ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 


Write Dept. W. 


Send for our 
/ special price 
list today. 


/ 


INTERNATIONAL OFFICE APPLIANCES, INC 
326 Broadway, N.Y.7,N.Y HAnover 2-6700 
Cable ‘‘ADDBOOKAL"’ 














tits 


STEEL SHELVING 


with new, rigid 
"Twin-Post" corners 


Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware 
house shelving needs. 16 gauge 
"'Twin-Post'"’ corners are actu 
ally 2 posts with 3 strong cor 
ners . . . shelves fit tightly 
everything stays in line, Finish 
is smooth baked-on Airline 
Grey or Olive Green enamel. 
18 or 20 gauge shelves avail 
able in a wide range of sizes. 
See your office supply dealer 
or write us for specitcations 














EUBAUER MFC. CO. 


2013 Central Ave. 
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crease on coffee-and-cigarette breaks by 
women workers, when no food is taken 
to act as a buffer for the acids. Cock- 
tail parties also help, stated Dr. Starry, 
who added that March and September 
are peak months for ulcers. 


Reducing Office Noise 


Office noise would be reduced if desks 
were pulled away from walls and parti- 
tions, according to the Wood Office 
Furniture Institute. Filing cabinets and 
safes should be located against walls 
and near pillars, if possible, to reduce 
the strain on structural beams. Main 
aisles should be 60” wide; intermediary 
aisles, 44” and secondary aisles, 36”. 
These widths are designed to provide 
maximum mobility with minimum 
amount of wasted space. 


Study Paperwork Reduction 


Former President Herbert Hoover, 
chairman of the Commission on Organi- 
zation of the Executive Branch of the 
Government, announced that the Com- 
mission’s Task Foree on Paperwork 
Management will make a special study 
of the large volume of paperwork and 
record keeping required of corporations, 
small businesses and individuals by Fed- 
eral agencies, to devise methods where- 
by paperwork the government requires 
of private business can be reduced, Mr. 
Hoover announced the appointment of 
B. H. Harper, secretary, Northern Natu- 
ral Gas Co., Omaha; Thomas F. Conroy, 
manager, New York office, Pan Ameri- 
ean World Airways, and Matson Hol- 
brook, vice president, Leahy & Co., New 
York, as two new members and _ staff 
director, respectively, of the Task Force. 
Task Force members previously ap 
pointed are Herbert E. Angel, Edmund 
Dwyer, and the chairman, Emmett J. 
Leahy. Among other things, the Task 
Force will consider various plans now 
pending in the Bureau of Internal Reve- 
nue, among them one to eliminate the 
income tax returns for about 35,000,000 
taxpayers, 
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soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS INU For fast hand-sorting of cards, 
“@ 


checks, letters, invoices, orders, 
business forms or public docu- 
ments. We make aif types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
“tw circulars. 
Yas's Avon: Woes Representatives everywhere. 


Associated Industrial Designers 


P.O, Box 12652, Les Angeles 39, California 
Plant: 1248 East Sixth Stree: 
Warenouse: New York, Chicago 











WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Emperial 


ASK YOUR DEALER 


DESK CO. 
Evansville, indiana 














UST OUT... 
Catalog OUR NEW 
—_— CATALOG 

PARTS incopy tiey 


SUPPLIES 
Typewriter 
Equipment Co., Inc. 


409 Lofayette St. 
New York 3, N. Y. 




















HIGHEST 
QUALITY 
PRODUCT: 


NEW ADDRESS 


International Cash Register & Parts Co. 


. 207 E. EVERGREEN ST... MT. PROSPECT, ILL 





Qijhits 


4-WAY SORTER 


For sorting all kinds 
of office papers prep- 
eratory to final filing 
or posting. Can be 
used in four different 
ways — one side has 
alphabetical and daily 
leaves. the other side, 
monthly and numeri- 
cal. 


The Sorter is only 4" A Desk 
wide and light-weight, Rack is 
made of hammertone y available, 
finished aluminum with > 
spring aluminum alloy a 
leaves and rubber feet. to a desk. 
STYLE SIZE LENGTH WEIGHT 


L -31 Letters 26" 24 o2. 
C-31 Cards, Checks 25° 18 oz. 
C-2I Checks 16" 12 o7. 
if your dealer doesn't have the Amfile Sorter in 
stock, send his name and we'll see that you are 
supplied promptly. 
Write for illustrated circular 


AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
1601 DUANE BLYD., KANKAKEE, ILL. 


TYPEWRITERS 


REGALRITE BRAND 
RIBBONS AND CARBONS 


e 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


. 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, WN, Y. 


J.A.HEINRICH 


DANKERS 
HAMBURG tt 


GERMANY (WesternZone)establ.1905 


PARTS 


PLATENS || 
TOOLS 7+ 
ACCESSORIES 


fo) ame || Mre)anle-Maaleloislial-s> 








AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums. 
Dealers write for complete 
catalog! 


SPECIAL DISCOUNT NOTICE 


Due to our newly installed 5,000 gallon 
tanks and modern up-to-date equipment 
in the manufacture of duplicator fluid 
for all types of duplicator machines, we 
offer the Stationers and Dealers special 
discounts on the one (1) Gallon Cans 
and 54 Gallon Drums of AUTOCOPY 
Duplicator Fluid. 


Our lithograph cans or your own can 
—you supply the labels. Write now for 
our special discount sheet. 


“AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
150 West 26th Street, New York 1, N. Y. 
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Haydu Bros. Controller 


Walter F. Wolfe, manager of the 
methods and procedures division, Bur- 
roughs Corp., since its inception in 
1946, has been appointed controller of 
Haydu Brothers, Burroughs newly ac- 
quired subsidiary, in Plainfield, N. J., 
according to Kenneth C. Tiffany, vice 
president of finance. Mr. Wolfe will be 
succeeded in the division post by James 
E. Myers, a member of Burroughs Re- 
search Center staff at Pa., 
1949. 


Paoli, since 


Aids Victor Dealer Sales 


Elmer O’Brien has named ad 
ministrative assistant in charge of dealer 
sales at Victor Adding Machine Co. He 
will assist district and regional managers 
in coordinating dealer activities, accord- 
ing to A. F. Bakewell, vice president. Mr. 
O’Brien has had wide experience with 
many Victor dealers. He has served as 
a district manager in the north central 
states, eastern and southern regions. In 
addition he has handled assignments at 
the home office and has worked both as a 
branch and regional sales supervisor in 
eight years with Victor. 


been 


Art Steel Co. breaks ground for Steelmaster's 

No. 4 plant of 55,000 sq. ft. in New York. 

In the photo are William Beck, Bob Slauen- 

white, Joe Schwartz, Henry Kawesch, Henry 

Junker and Joseph Burger, president. The 

half-million-dollar operation is expected to be 
in use by the year's end. 
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These modern steel 
wardrobe racks keep wraps 
aired, dry and “‘in press’. 

End crowding of coats and 
hats in damp lockers or cabi- 
nets. Save floor —- too— 
provide ventilated hat space, 
coat ‘anger (spaced apart 
from all others), built-in um- 
brella stand and overshoe 
shelf for 3 persons per sq. ft. 
4 ft. No. 3-U rack (above) 
accommodates 12; No. S-6 
costumer (right) accommo- 
dates 6. Single or double 
(back-to-back) units in 
lengths to fit any available 
space.Strongly welded, heavy 
gauge furniture steel; baked 
enamel finish—modern office 
colors. Standard in offices, 
factories, schools, churches, 
clubs, restaurants and insti- 
tutions. 


No. S-6 
for private of 
small office. 


NO. 342 
VALET WALL RACK 
{capacity 12) 
Racks 


Valet Wall 
in any length of 2 ft. or longer. They 
mount directly on any wall—at any 


come 


height from floor. Give closets and 
wardrobe cabinets checkroom efficiency. 
Make ideal wardrobe accommodations 
for offices, factories, show rooms, res- 
taurants, dressing rooms and in-plant 
cafeterias, conference rooms etc... are 
even finding their way into home closets. 


Write for Bulletin OV-10 


VOGEL-PETERSON CO. 
"The Checkroom People"’ 
1121 West 37th Street © Chicago 9, Illinois 
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PEERLESS IMPERIAL 
Carbon Paper Ribbons 


make impressions that count! 


When an important piece of business 
depends upon a letter—make a good 
impression with a PEERLESS IMPERIAL 


Carbon Paper Ribbon. 


This fine rag tissue is strong enough 
to prevent cutting through. It turns out 
clean, uniform, dignified letters that 
even Mr. Grouch will approve. Try a 
few ribbons. Order from your Dealer 


or write to us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 


36 Peerless Place, Newark 5,New Jersey 
N.Y. Office: 13; 110 Fronklin St 


Detroit 18, 37 Linden St., River Rouge, Michigan 


Royal Managers 

J. D. Farr, office typewriter 
manager, Royal Typewriter Co., an- 
nounced the opening of a new Royal 
branch office at 3709 W. 63rd St., Chi- 
eago 29, where J. S. Kenny, formerly 
district manager at Minneapolis, is dis- 
trict manager. R. O. Shelby was named 
district manager at Minneapolis to suc- 
ceed Mr. Kenny. John Schultz, formerly 
New York group manager, is district 
manager at Flint, Mich. Two members 
of the New York staff were ap- 
pointed group managers: William Gold- 


sales 


sales 


stein and Joseph Foley. 


| Friden Promotion 


Another ‘‘from the 
was 


ranks’’ promotion 


announced by Friden Caleulating 


Machine Co. John C, Black, who began 
in 1949 as a junicr sales representative, 
was district manager for the 
territory of Mobile, Ala., under the di- 
rection of Friden’s east 
office in Cleveland. 


named 


central division 


One of a series of 20" x 27" posters prepared 

to help industry condition employee attitudes. 

Printed in color by Kelly-Read & Co., 508 St. 
Paul St., Rochester 5, N. Y. 
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MASKING and 
SET UP TIME 


Ay BY 


with the BASE LINE 


MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


ees For MULTILITHS 
A No. 1200, 1300, 50 
\ 55 DAVIDSON No. 221 


NOW mask negatives 

in two minutes, pre-setting the 

plate image within %” of correct position! It’s 

easy with the precision-ruled Base Line MAskK- 

ING SHEET! Slashes press set-up time, boosts 

output, cuts costs! Hundreds of users, coast to 

coast. WRITE for free samples, mentioning 
make and model press! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 








| 
; 


] 








The use of FLUORESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 
ing area of the stencil is amply and 
evenly illuminated. 

Complete Price 

Request Information from 

TECHNYGRAPH COMPANY, TECHNY, ILL. 
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TECHNYSCOPE MODEL F-2 ey 


, 


ontrolied Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 


OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO. 
280 Main St., Wercester 8, Mass. 





| PAYMASTER 














PAYCHECK “OUTLOOK” 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck “'Outiook"’ Envelopes are absolutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 
groves personnel relations, 

end us check you now use and we will submit 
sample Paycheck ‘'Outiook"’ Envelope and prices 
based on your estimated yearly reaulrements 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd, Ch 1g J, Illinois 
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PROFESSIONAL 
QUALITY RUNS 


for Vou 
office forms 


MAXIMUM SHARPNESS 
and clarity of copy 


MINIMUM PENETRATION & OFFSET 


No price premium 

for premium quality! 
Finest quality homogenized oil 
base ink. 
Laboratory controlled for use in 
any climate, on open or closed 
cylinders, 
Will not destroy stencils, clog 
cylinder or pad. 

®@ Sold in pound or half-pound 
cans. 

Write today for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 N HALSTED ST.. CHICAGO 272, ILL 





Keeping Pace 


T would seem to be worth while 

for the office exeeutive who 

wants to keep abreast of new 

methods, to keep informed about 
new developments in office equip- 
ment. This observation is based on 
past experience which indicates that 
it has been the machine which 
appeared first. After it was on the 
market, office executives at large 
began to determine how best to use 
it in their offices. Taking a recent 
equipment development for an 
example, electronic data processors 
had arrived before office manage- 
ment in general had given them 
much thought. Now these are the 
main topic of discussion on manage- 
ment conference programs. 

Two enterprises, that owe their 
inception and_ existence to the 
manufacturers and distributors of 
equipment and supplies, celebrate 
fiftieth anniversaries this year: the 
National Business Show and _ the 
National Stationery & Office Equip- 
ment Assn. No office 
organization has yet 
fiftieth birthday. 

Until production is under way, 
nobody can accurately 


management 
reached its 


forecast 
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exactly when a revolutionary prod- 
uct will appear, nor even what it 
will be. Manufacturers do work with 
some few selected office management 
people, but competitive business 
compels the manufacture to keep his 
future plans confidential. Projects 
on the drafting board often remain 
there for many vears and then may 
be given up as unpractical. Even 
the application for a patent is not 
a reliable oracle because most mod- 
ern equipment requires many pat- 
ents before becoming a reality. 

The best advice, perhaps, is to 
keep up with developments as they 
appear in print. In a magazine like 
Tue Orvice, nothing that has passed 
the rumor stage is neglected. While 
we refrain from making vociferous 
outeries for any idea or product, 
and we believe no particular prod- 
uct or method is ideal for every- 
body, we do present all the facts as 
soon as we can determine that they 
are facts. Readers have told us that 
they often find more of value to 
them in past issues because they are 
not quite ready for everything the 
moment it first appears. This is true 
in any field where men and women 
must carry the responsibility of a 
heavy, day-to-day production load 
and cannot give unlimited time to 
future planning. Then, too, it is 
often better to wait until new things 
are discussed at group conferences 
where pioneer users and manufae- 
turers appear and can be interro- 
gated. This is the month when many 
clerical management conferences 
convene throughout the country. We 
hope you can attend at least one. 
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A DITTO One-Writing System can produce 
results like these for your company 


Look to your office paperwork for greater prof- 
its through savings and increased production. 
Your company, like these, can effect substan- 
tial savings by cutting all unnecessary re- 
writing of orders and invoices ~ production or- 
ders —payroll—purchasing and receiving and 
other repetitive paperwork. A DITTO One 
Writing System is a fast, simple duplication 
process that eliminates any series of typed or 
hand-written recopying operations. Just one 
writing produces all the records needed for 
each of your departments—up to 300 if you 
need them. A DITTO One Writing System is 
not “cut and dried”’ but is tailored to fit your 
system—to speed office paperwork—to save 
your company time, effort and money. Mail 
coupon today for complete information. 


DITTO™ one-weiting Systems 


DITTO, Inc., 2245 W. Harrison St., Chicago 12, Ill. 
in Cariade: DITTO of Canada, Lid., Toranto, Ontario 


Gentlemen: At no cost or obligation, please send me 
more information on how you con sove us money, time 
and effort with the DITTO. One-Writing System for 


Hoke eac then fi tinct ete 


name, position 
company 
address 
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ear work | these 6 new Torprzn CARBON 


r-jin the three correspondence 
@| weights of paper. 
oi 2. Light, medium and stand- 
wiard weights, i.e., 414 pound 
ya|Light Weight, 614 pound 


for 
Performance! 


UNDERWOOD CORPORATION 
after extensive market re- 
search and field testing... 
offers you an entirely new 
Torrer CARBON PAPER that 
has 6 entirely new features! 
TOPPER offers you this su- 
perior quality carbon paper 
—at no increase in price! 

This high quality carbon 
paper gives excellent legibil- 
ity ... is extra durable. Clean 
to use, instant setting. Quick 
drying. Non-tack. Non-curl. 
Non-smear! 


‘Biggest News in 
Carbon Paper! 








_ WMSIEWHOE CcoLroRaT 
mom senser 





You will find every one of 


Paper features an impor- 
tent aid in making ead heop- 
ing better copies 
1. Five degrees, of inkings 





FWnderwood Corporation - 


ees Weight and 8% 
d Weight. 





3. Hinged type box for ease 
in removing carbon paper. 

4. New surface saat 
Toprer Box, minimizing 
5. A real plastic back mini- 
mizing curling, slippage and 
adding to its type blow re- 
sistance... further improv- 
ing its durability. 

6. The use of a series of new 
inks ng uniform con- 
to erase. 














